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Introduction

Welcome to Mac OS X

You don't have to see too many of those ubiquitous “Mac versus PC”
ads to get the basic idea: Macs are intuitive, easy to use, and they just
work. That's all true, certainly, but it misses something important about
the Mac, and particularly about Mac OS X, the Mac operating system:
easy is not the same as simple. Easy means that you can accomplish
tasks (and, importantly, figure out how to accomplish tasks) with a mini-
mum of fuss and with no sign of bother. Simple, on the other hand,
implies a kind of shallowness, a superficiality where all you get is a
pretty interface. It implies, in other words, that Mac OS X has no depth.

Friend, I'm here today to tell you that Mac OS X most definitely has
depth. We're talking here about one of the world’s most sophisticated
operating systems, with millions of lines of programming code behind it,
dozens of free and powerful applications installed by default, and hun-
dreds, nay thousands of options, settings, and preferences to warm the
cockles of any system tweaker’'s geeky heart.

However, Apple has spent untold millions of dollars and tens of thou-
sands of man (and woman) hours designing an interface that seems to
serve just one purpose: to hide the depths of Mac OS X from view.
That's fine if you just want to use your Mac to accomplish a few simple
goals, such as surfing the Web, managing email, sending texts, and per-
haps writing a thing or two. But if your goal is to get the most out of
your Mac investment and to make your computing life more efficient
and more effective, you need to get beyond the surface of Mac OS X and
dive head-first into its depths. And the best way to do that is to have a
guide at your side to show you the nooks and crannies, light up the dark
corners, and dig up the buried treasures. This book is your guide to hid-
den depths of Mac OS X.
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Welcome to Mac OS X Snow Leopard In Depth

This book has two fundamental purposes:
B To help you make the jump to Mac OS X as efficiently as possible

B To provide a reference for you to use as you continue to grow in your Mac OS X use

To accomplish the first purpose, this book is written in a straightforward style; you won't find any
fluff here. The book is designed to help you use Mac OS X as efficiently and effectively as possible.
Everything about the book is an attempt to make specific information accessible and applicable to
your daily Mac life. You will find only the background information you need to understand how to
apply specific techniques and technologies; the focus is on the information you need to apply what
you learn to your own Mac.

To accomplish the second purpose, this book covers an extremely broad range of topics. In addition
to coverage of the core functionality of the desktop, you get extensive coverage of topics to enable
you to accomplish productive work with your Mac, such as surfing the Net, burning discs, and
using Mac OS X's applications to accomplish specific tasks. This book also contains substantial
amounts of information to help you add devices to expand your system so you can accomplish even
more. Because Mac OS X has been designed to be networked, you learn how to use its capabilities
in this area to connect with other Macs, as well as to Windows networks. You learn how to both
prevent and solve OS X problems along the way.

How This Book Is Organized

This book consists of six parts, each of which contains at least four chapters. The following list pro-
vides an overview of this book’s contents:

B Part I, “Exploring Mac OS X"—This part gets you started on the right foot. You learn the core
operations of the OS, including the desktop, the Dock, and Finder. You also learn how to manage
files and folder, search your Mac, set system preferences, and install applications.

B Part II, “Getting Things Done with Snow Leopard’s Applications”—Mac OS X includes a num-
ber of useful applications, such as Safari, iTunes, QuickTime Player, Address Book, iCal, and oth-
ers. In this part, you learn how to take advantage of these great applications.

B Part III, “Living in a Connected World”—Mac OS X has been designed to facilitate your interac-
tion with networks and with the Internet. This part of the book explains how to configure Mac
OS X for the Internet and how to use the tools it provides after you are connected. You also learn
how to create and manage wired and wireless networks.

B Part IV, “Delving Deeper into Mac OS X"—After Parts I to III, you're ready to take your Mac OS
X skills to a new level. In Part IV you learn how to manage user accounts; take control of your
desktop with Exposé and Spaces; use fonts and accessibility options; use the powerful
Automator application; take advantage of the Mac OS X notebook features; work with
Dashboard and Widgets; and run Unix and Windows on your Mac.
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Part V, “Working with Devices in Mac OS X”"—No Mac is an island; this part of the book helps
you understand the input and output technologies supported by Mac OS X to enable you to
select and add the peripheral devices you need.

Part VI, “Maintaining, Protecting, and Repairing Your Mac”—As great as Mac OS X is, you still
need to know how to minimize problems with good preventive maintenance actions and be able
to effectively solve any problems you do experience. You should also learn how to use Mac OS
X's extensive security features to protect your Mac.

Special Features

This book includes the following special features:

Chapter roadmaps—At the beginning of each chapter, you will find a list of the top-level topics
addressed in that chapter. This list will enable you to quickly see the type of information the
chapter contains.

Troubleshooting—Several chapters in the book have a section dedicated to troubleshooting spe-
cific problems related to the chapter’s topic.

Notes—Notes provide additional commentary or explanation that doesn't fit neatly into the sur-
rounding text. You will find detailed explanations of how something works, alternative ways of
performing a task, and comparisons between Mac OS X and previous versions of the OS.

Tips—Tips help you work more efficiently by providing shortcuts or hints about alternative and
faster ways of accomplishing a task.

Cautions—These sidebars provide a warning to you about situations that involve possible dan-
ger to your Mac or its data.

Cross-references—NMany topics are connected to other topics in various ways. Cross-references
help you link related information together, no matter where that information appears in the
book. When another section is related to one you are reading, a cross-reference will direct you to
a specific page in the book on which you will find related information.

Conventions

To make things as clear as possible, this book doesn’t use many special conventions or formatting

techniques to identify specific kinds of information. However, there are a few things you need to be

aware of:

Menu commands are referred to by starting with the menu name and moving down to the spe-
cific command while separating each layer with a comma. For example, rather than writing,
“Open the Terminal menu, then select the Services command, then select the Mail command,
and then select Mail Text,” I use a shorthand technique. In this example, I would write, “Select
Terminal, Services, Mail, Mail Text.” This shorthand makes the command structure more clear
and cuts back on the number of words you have to read.
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B When you are working in the Terminal, the commands you enter and the output you see are in a
monospace font like this.

B Variables that stand for text that is specific to you are usually in italics. For example, if I need to
refer to your username in a specific location, I write, “Users/username, where username is your
username,” to indicate that you should look for your own information in place of the italicized
phrase.

Who Should Use This Book

In this book, I've made certain assumptions about your specific experience with the Mac OS and
your general comfort level with technology. The biggest assumption is that you are quite comfort-
able with the fundamentals of using the Mac OS. For example, you won't find any explanations of
how to use a mouse, how to copy and move files, the basics of drag and drop, and so on. When
there are significant differences in these basic tasks under Mac OS X as compared to the previous
versions of the OS, you will find those differences explained, but probably not in enough detail to
teach you how to do them if you have never done them before.

If you are completely new to computers, you will still find this book very useful, but you will also
need a companion book that explains the fundamentals of using a Mac in more detail than is pro-
vided in this book, such as Easy Mac OS X Leopard (0-7897-3711-X).

If you have used previous versions of the Mac OS, such as Mac OS 9 or earlier versions of Mac OS
X, and are comfortable with basic tasks, this book will help you make the jump to Mac OS X version
10.5 in a short time. It also will serve as a comprehensive reference for you as you explore this
amazing operating system.



GETTING TO KNOW MAC OS X
FINDER WINDOWS

Learning Finder Window Basics

You'll spend most of your Mac OS X time doing things that are creative,
fun, entertaining, and educational, which is as it should be, because
your Mac is eminently suited to all of those worthy activities. However,
you'll also spend a significant amount of Mac OS X time on activities
that are, to be honest, not so fun and interesting. I'm talking here about
the day-to-day tasks associated with your files, folders, discs, removable
drives, and hard drives. This is the less glamorous and cool side of Mac
OS X, but it’s a side you can't avoid.

Fortunately, these workaday Mac chores are made easier by Finder,
which is the application you use to work with everything from files to
drives. This section introduces you to all the basic Finder techniques
you'll need. To get you started, Figure 3.1 points out the major features
of a typical Finder window.
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Opening Finder Windows

You can open Finder windows in several ways. If you click the Finder icon on the Dock, one of two
things can happen:

B If no Finder windows are currently open, a new Finder window appears showing the contents of
the default location you select (initially, this is your Home folder, but you can select any folder
you'd like).

B f at least one Finder window is already open, Finder displays the window you used most
recently.

You can also open a new Finder window by selecting File, New Finder Window (3£-N). When you
open a new Finder window, you see the contents of your default location (this is initially set to be
your Home folder).

The Mac OS X Finder uses a web-like model in that each new Finder window you open starts a
“chain” of windows (thus, the Back and Forward buttons in the Finder window toolbar). The first
window in every new chain you start by using the New Finder Window command is always the
folder you define as the default. You can have many window chains open at the same time, which
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is another similarity to web windows. (You can quickly jump into specific folders using the toolbar,

the Sidebar, the Go menu, and keyboard shortcuts.)

= To learn how to navigate Finder windows, see “Navigating Finder Windows,” p. 50.

By default, when you open an item (such as a folder), its con-
tents replace the contents of the previous item that appeared in
the Finder window you were viewing. (You can change this
behavior globally with a preference setting.) You can also over-
ride this behavior so the new Finder window is separate from
the first one by holding down the ¥ key while you double-click
an icon. This opens a new chain of Finder windows, with the
contents of the item you opened displayed in the first window.

o tip

This default behavior assumes that
the toolbar and Sidebar are shown
in a Finder window. If not, opening a
folder always opens a new, separate
chain of Finder windows.

After you have one Finder window open, you can open other Finder windows (either in the same

chain of windows or by starting a new chain) to view the contents of a different folder, volume,

disc, and so on. To view the contents of a folder, volume, or disc shown in the current Finder win-

dow, double-click the icon for the item you want to open, or select an item and select File, Open (or

press $£-0). The contents of the item you opened replace the window's current contents and the

name shown at the top of the window becomes the name of the item you opened.

You can also choose different views for Finder windows. When you open a new Finder window, it

always assumes the view you selected the last time you viewed that item in a Finder window.

You'll learn more about Mac OS X Finder window views later in this chapter.

To reiterate this sometimes confusing behavior of Mac OS X windows, the view in which a new

window opens is determined by the view you used for that window the last time you viewed it. In

other words, windows retain their view settings, even if the window from which you opened a sep-

arate Finder window is different. For example, if you viewed the
Applications folder in List view, it appears in List view when-
ever you open it in a new Finder window until you change the
view in which it appears.

Along the left edge of every Finder window is the Sidebar. This
handy tool consists of several sections. In the Devices section
are all the volumes mounted on your Mac, including hard disk
volumes, disk image volumes, your iDisk, CDs, DVDs, and so on.
The Shared section will display icons for the servers that are
available on your local area network (LAN). In the Places sec-
tion of the sidebar are some of the folders in your Home folder
and the Applications folder. You can add any folders, applica-
tions, documents, or other files to or remove them from this area
to completely customize it. Finally, the Search For section of the
sidebar allows you to quickly find content based on predeter-
mined searches, and you can also store smart folders and
Spotlight searches here. The purpose of the Sidebar is to enable
you to quickly open a Finder window that displays the contents
of any item it contains.

Q note

If you select an item while a Finder
window is in the Column view, its con-
tents are displayed in a new column.

o tip

If you hold down the ¥ key while
you click an item in the Sidebar, that
item opens in a new Finder window
chain. If you hold down the Option
key when you click an item in the
Sidebar, that item opens in a new
Finder window and the previous win-
dow closes.
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When you select a volume or folder in the Sidebar, its contents appear in the Finder window. The
currently selected item is highlighted, so you can easily tell what is selected. (The name of the cur-
rently selected item appears at the top of the window as well.) If you select a document or applica-
tion, that item opens just as it does when you double-click it.

Configuring How New Finder Windows Open

To configure how Finder windows open, perform the following steps:

1. Select Finder, Preferences or press 3{-,. When the Finder Preferences window opens, click the
General tab if it isn't selected already (see Figure 3.2).

Figure 3.2
Use the General pane of the Finder Preferences window to
configure how new Finder windows open.

Show these items on the Desktop:
™ Hard disks
E External disks
™ CDs, DVDs, and iPods
E Connected servers

New Finder windows open:

(A paul ke

[] Always open folders in a new window

E Spring-loaded folders and windows

Delay: . : . 6 )
Short Medium

Press Space Bar to open immediately

i
Long

2. On the New Finder Windows Open pop-up menu, select the location where you want new
Finder window chains you open to start.

On the pop-up menu, you see various volumes mounted on your Mac along with your Home and
Documents folders. To choose one of these as the starting location for new Finder window
chains, simply select it on the menu.

To select a location not shown on the pop-up menu, choose Other. Then use the Choose a Folder
dialog box to move to and choose the folder that you want to be your starting place. Navigating
such dialog boxes is very much like navigating in a Finder window in the Column view.
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If you prefer that when you open an item, the item’s con-
tents always appear in a new Finder window chain, activate
the Always Open Folders in a New Window check box.
However, because this option can lead to a proliferation of
Finder windows, I recommend that you leave this option off.
(Remember that you can always open a new Finder window
chain by holding down the 3 key when you double-click an
item.) A better way to view content is to use the Column
view, which enables you to quickly move to any location, as
you will see later in this chapter.

= o learn more about Mac OS X folders, see “Under-
standing the Standard Mac OS X Folders,” p. 71.

Working with Spring-Loaded Folders

Mac OS X Finder windows can be spring-loaded (this feature is
turned on by default), meaning that they pop open when you drag an item onto a closed folder. This
enables you to quickly place an item within nested folders without having to open each folder indi-
vidually. Simply drag an item onto a closed folder so the folder is highlighted and “springs” open.
After the delay time (which you can set) has passed, the highlighted folder opens in a separate
Finder window chain (unless you are viewing the window in Column view, in which case a new
column appears for the item onto which you are dragging the item). You can then drag the item
onto the next folder and continue the process until you have
placed it in its final destination. When you release the mouse
button, what happens depends on the Finder preference you
have selected. If new folders open in the same Finder window,
you remain in the location in which you placed the item. If new
folders always open in a new Finder window, you return to the
window in which you started (however, the destination folder
will remain open in its Finder window).

Q note

One of the nice features of Mac 0OS X
is that most preference changes are
made in real time—you don’t have to
close the Preferences window to see
the results of your changes. For
example, when you make the change
in the previous steps, the window-
opening behavior becomes active as
soon as you make a selection on the
pop-up menu. A good habit is to
leave preference windows open as
you make changes and close the
windows only when you are happy
with all the changes you have made.

o tip
You can cause a folder to spring
open immediately by pressing the

spacebar when you drag an item
onto a closed folder.

You can configure your Mac's spring-loaded behavior by following these steps:

1.

2.

Click the General tab in the Finder Preferences dialog box.

Activate the Spring-Loaded Folders and Windows check box to turn this feature back on if you

have turned it off (it is on by default).

onto a folder and when that folder springs open).

. Use the Delay slider to set the amount of delay time (the time between when you drag an item
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Scrolling Finder Windows

When the contents of a Finder window can't be shown in the
amount of space the window currently has, you use the scroll-
bars to view contents that are out of sight. You have the fol-
lowing options:

B Drag the scrollbars.

B Click above or below or to the left or right of the bar to
scroll one screen’s worth at a time.

B Click the scroll arrows.

B Press the Page Up and Page Down keys to scroll vertically.

Q note

The length of the scrollbar is propor-
tional to the amount of the window
you can see in the view. For exam-
ple, if most of the scrollbar is filled
in with color, you can view most of
the window’s contents. If the colored
portion is relatively small, you can’t
view very much of the window’s con-
tent.

B Press the Home key to jump to the top of the window or the End key to jump to the bottom.

B Use the arrow keys or Tab (and Shift-Tab) to move among the items in the window (which also

scrolls the window when you move outside the current view).

You can modify several aspects of scrolling behavior. You can change the location of the scroll
arrows. Also, rather than moving an entire page each time you click above, below, to the left, or to
the right of a scrollbar, you can set the scrolling such that you move to the relative location you
click instead. You can also turn on smooth scrolling, which smoothes out the appearance of a win-
dow when you scroll in it. Follow these steps to modify these scrolling features:

1. Open the System Preferences application.

2. In the Personal section, click Appearance.

3. Choose one of the following options to change the location of the scroll arrows:

B Together—Select this option to place the scroll arrows beside each other, either at the bottom
of a vertical scrollbar (see Figure 3.1, earlier), or to the right of a horizontal scroll bar.

B At Top and Bottom—Select this option to place the scroll
arrows above and below a vertical scrollbar (see Figure
3.3) or to the left and right of a horizontal scrollbar.

4. Choose one of the following options to change how
scrolling works when you click in the scrollbar:

B Jump to the Next Page—Select this radio button to
scroll a screen at a time.

B Jump to the Spot That's Clicked—Select this radio but-
ton to move to a position in the window that’s relative
to where you click in the scrollbar.

5. Activate the Use Smooth Scrolling check box to turn on
smooth scrolling.

o tip
This is a good chance to practice
Mac OS X preference-setting tech-
niques. Make your changes to the
Appearance pane, but leave the
System Preferences application
open. Click in a Finder window; your
changes immediately become active.
If you are satisfied, jump back to the
System Preferences application and
quit it. If not, jump back into the
Appearance pane and continue mak-
ing changes until you are satisfied.
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Resizing Finder Windows

To change the size of a window, drag its Resize handle (pointed out earlier in Figure 3.1) until the
window is the size you want it to be.

You can also use the Zoom button to make a window large enough to display all the items it con-
tains or until it fills the screen, whichever comes first. Click the button and the window jumps to
the size it needs to be to show all the items it contains or until it fills the available screen space.
Click the button again to return it to its previous size.

You can also use this button to quickly swap between two sizes for a window. Make the window a
size you like. When you click the Zoom button, it expands to its maximum size. Click the button
again and it returns to the previous size. Each time you click the Zoom button, the window returns
to the size it was previously (either the maximum size or the size you set).

If you have a lot of Finder windows open on the Desktop, you can use this resizing behavior to
make working between multiple windows more convenient. Select an open window and make it the
size you want it to be so it is out of the way and you can store many windows of this size on your
desktop; make it just large enough that you can see the window's title. You can click the Zoom but-
ton to open the window to work in it. Then, click the Zoom button again to return the window to its
small size. Use the button to toggle between the two sizes. When you need to work in the window,
make it large by clicking the Zoom button. When you are done, click the button again to make it
small. You might find this even more convenient than minimizing windows (which you'll learn
about shortly).
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Resizing the Panes of Finder Windows

As you learned earlier, Finder windows have two panes. The left pane is the Sidebar, whereas the
right pane is the Contents pane, which displays the contents of the item you are viewing in the
Finder window. You can change the relative size of the Sidebar by dragging the line that is located
between the two panes. Drag this to the left and the Sidebar takes up less room in the window.
Drag it to the right and the Sidebar takes up more window space.

The Sidebar retains your settings as long as you work within the same Finder window chain. When
you open a new chain, the Sidebar becomes its default size.

Closing, Minimizing, and Maximizing Finder Windows

Among the most distinctive features of Mac OS X are the

three stoplight-type controls located in the upper-left corner of .

windows (refer to Figure 3.1). The red button (on the far left) @ tl p

closes the window. The gold button (in the middle) minimizes It’s also possible to configure Mac
the window, which shrinks it and moves it to the right side of 0S X to minimize a window by dou-
the Dock. The green button maximizes the window, which ble-clicking in its title bar. To set this

up open the Appearance pane of the
System Preferences application and
activate the Double-Clicking a
Window’s Title Bar to Minimize

makes it as large as it needs to be to display all the items in
the window until that window fills the screen (and returns it
to the previous size, as you learned in the previous section).

= 7o learn how to use the Dock, see Chapter 2, “Getting to checkbox
know the Dock,” p. 23.
The Close, Minimize, and Zoom buttons work even if the win- @ tip

dow on which they appear is not active. For example, you can
close a window that is in the background by clicking its Close dows by holding down the Option
button without making the window active first. (When you key while you click the Close button
point to a button on an inactive window, the button becomes in one of the open windows.
colored so that you know it is active, even though the window

itself is not.)

You can close all open Finder win-

Moving Finder Windows @ note

If the Sidebar is collapsed, you can’t
move the window by dragging its
status bar. Only the title bar is visi-
ble to be able to move the window.

You can move a Finder window around the desktop by drag-
ging its title bar or its status bar.

Using the Finder Window Views

You can display the contents of a Finder window in four different views: Icon, List, Column, and
Cover Flow.
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Using the Icon View

You can view Finder windows in the Icon view by clicking the Icon view button in the toolbar; by
selecting View, As Icons; or by pressing £-1. The objects in the window become icons, as shown in

Figure 3.4.

Icon view

A folder win-
dow in Icon
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¥ DEVICES
e L & —_
Bl iDisk

¥ SHARED Address Book Dashboard ABBYY FineReader 5 Sprint
I paulspc a
= imac
== Karen's Mac mini =3
e
¥ PLACES
B Desktop AppleScript Dictionary DVD Player
@& paul

[}l Documents
¥ SEARCH FOR @ 6

© Today

(© Yesterday Automator Calculator Chess

() Past Week

(& All Images

- s i

[&8] All Documents b
Exposé Font Book Front Row :

= You can customize the Icon view for Finder windows. See “Customizing Finder Windows,”
p. 56.

If you find that a window in the Icon view is messy, you can
use the Clean Up command (View, Clean Up) to straighten up
the window for you. This command neatly arranges icons so
they line up in an orderly fashion.

L2 tip

If you select one or more icons and
open the View menu, you’ll see that
the command is now Clean Up
Selection. This places the selected
items back in an orderly location.

To arrange icons by a specific criterion, select View, Arrange
By, and then select the criterion by which you want the win-
dow’s icons ordered. Your options are the following: Name,
Date Modified, Date Created, Size, Kind, or Label.

Although the Icon view is clearly the most pleasing view to look at, it is one of the least useful in
terms of the information you see.

Using the List View

The List view presents more information than does the Icon view (see Figure 3.5). To switch to the
List view, click the List view button; select View, as List; or press {-2.
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The information in the List view is organized into columns, with a header at the top of the column
indicating the information in it. The information in the List view is always sorted—you can select
the column that is used to sort the contents of the window. You can also determine the order in
which the columns appear, change the width of columns, and expand or collapse the contents of
folders. The information for each item you see in the default List view is the following:

B Name—This is the filename for files, the folder name for folders, the volume name for volumes,
and so on.

B Date Modified—The most recent date and time on which the object was changed. If the date is
recent, it's indicated by a relative term, such as “Yesterday.”

B Size—The size of the item, in kilobytes (KB), megabytes (MB), or gigabytes (GB). By default, the
size of folders is not calculated (you can set Mac OS X to calculate folder sizes if that information
is important to you).

B Kind—The type of object it is, such as folder, document, application, volume, and so on.

= You can customize the List view for a single window or for all windows. See “Customizing Finder
Windows,” p. 56.

The column by which the window is sorted is highlighted with the highlight color (blue or
graphite). To change the sort column, click the column heading of the column by which you want
the list to be sorted. That heading is highlighted and the list is re-sorted by that criterion. At the
right edge of the column heading for the column by which the window is sorted, you see the Sort
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order indicator. This shows you in which direction the list is sorted. For example, if the list is sorted
by the Name column, an up arrow indicates that the list is sorted alphabetically and a down arrow

indicates that the list is sorted in reverse alphabetical order. To change the direction of the sort,

click the Column heading—the list is sorted in the opposite
order (from ascending to descending or from descending to
ascending).

You can resize a column by moving the pointer to the right
edge of the column heading cell and clicking. When you do, the
cursor changes from the pointer to a vertical line with outward-
facing arrows on each side of it. When you see this cursor, drag
the column border to resize the column.

You can change the order in which columns appear by dragging
the column heading of the column you want to move and drop-
ping it in the new location. The columns reshuffle and then
appear in the order you have indicated.

One of the other benefits of the List view is that you can
expand the contents of a folder so you can view them without
having to open the folder's window first. To do this, click the
right-facing expansion triangle next to the folder's name (see
Figure 3.5). The folder expands, and its contents are listed in
the window. Click the triangle again to collapse the folder down
to its icon.

Using the Column View

Q note

You can’t change the location of the
Name column; it is always the first
column in a window in List view.

o tip
When you Option-click the expan-
sion triangle for a collapsed folder,
the folder and all the folders it con-
tains are expanded. When you
Option-click the expansion triangle
for an expanded folder, the folder
and all its contents are collapsed
again.

You can use the Coloumn view to quickly see and navigate levels of the hierarchy (see Figure 3.6).
To switch to the Column view, click the Column view button on the toolbar; select View, as

Columns; or press ¥£-3.

As you might suspect, in the Column view, the window is orga-
nized into columns, with each column representing a level of
the file organization hierarchy. The leftmost column shows the
highest level you can see, each column to its right shows the
next level down the structure, and the column on the far right
shows the lowest level you can see. When you select a file, the
rightmost column shows a preview of the selected file. The
“path” at which you are looking is indicated by the highlighted
items in each column.

Q note

One reason the Column view is so
important is that you use this view
to navigate within Open, Save, and
other dialog boxes. When you are
using the Column view in dialog
boxes, it works just as it does in
Finder windows.

Folder icons have a right-facing arrow at the right edge of the column in which they appear, to indi-
cate that when you select them, their contents appear in the column to the immediate right.
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For example, put a Finder window in the Column view and click your Home folder on the Sidebar to
see its contents. The Home folder’s contents are shown in the first column in the window. If you
click one of the folders in your Home folder, it becomes highlighted and its contents appear in one
of the middle columns. As you select folders within folders, their contents appear in the column to
their right. This continues all the way down into a folder until it contains no more folders.

You can move down into the hierarchy by clicking the item

about which you want more detail. The column to the right of @ tip

the item on which you click shows the contents of what you One of the best reasons to use the
click. If you click something in the right column and the win- Column view is that you can move
dow is not large enough to display the contents of all the inside a window with the arrow keys
columns, the view shifts and the columns appear to move to on the keyboard. This is the fastest
the left. You can use this approach to quickly see the contents way to move among the folders and
of any folder on your Mac, no matter how far down in the files on your Mac.

hierarchy it is stored.

When there are more columns than can be displayed in the window, you can use the horizontal
scrollbars to view all the columns. Scrolling to the left moves up the hierarchy, whereas scrolling to
the right moves down the hierarchy. You can also make the window larger to view more columns at
the same time.

You can resize the width of the columns in a window by dragging the resize handle located in the
lower-right corner of each column. Each column in a window can have a different width.

When you click a file to select it, the far-right column shows a large icon or a preview of the file and
information about that file is displayed (refer to Figure 3.6).
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If you click document files for which Mac OS X can create a preview, you see the preview in the col-
umn. If the file you select has dynamic content, you can play that content in the preview that you
see in the Column view. For example, if you select a QuickTime movie, you can click the play or
pause button that appears over the preview when you move

your mouse above it to watch the movie without opening the

file. Certain types of text files are also displayed so you can @ note

read them (arrows appear on the preview to enable you to read If you switch from the Column view
the entire document). You can also see large thumbnail views of to one of the other views, the con-
graphics stored in certain formats. For those items that Mac OS tents of the folder you most recently

X cannot create previews of (an application is one example), selected are shown in the window.

you see a large icon instead of a preview.

If you prefer not to see the preview, there are two ways to hide it. You can hide it in individual win-
dows or you can hide it by using View Options.

To hide the preview in specific windows, click the Expansion triangle next to the word Preview
that appears just above the preview of a selected file in the Preview pane. This hides all previews
for the current window and shows detailed information about the item that is selected, along with
the More info button (which opens the Info window that you will learn about later).

= 7o learn about the Column view’s View Options, see “Customizing the Column View,” p. 65.

Using the Cover Flow View

Cover Flow provides a very interactive way to view previews of the files in a folder (see Figure 3.7).
The Cover Flow view is especially useful if you are navigating a folder of photos or videos.

With a Finder window set to the Cover Flow view, you will see two panes. On the top is the actual
Cover Flow preview of the files in the folder. The bottom pane is a list view of that same folder.
Note that with the lower pane in list view, you can use the same steps to change the view as you
do in a regular list view Finder window. For instance, you can sort by a different column or change
the sort order.

The most noticeable feature of the Cover Flow view is the ability to scroll through the items in the
folder. If you have a folder of photos, this view allows you to see a preview of each photo to find the
one you are looking for. Resize the Finder window so that the Cover Flow preview area is big
enough to see the preview. As you drag the Cover Flow scroll bar, the previews of the items in the
folder flow in the direction you are scrolling. When you stop scrolling, the item that is selected dis-
plays at a slightly larger size than the other previews and is centered in the top pane. The name of
the file is are displayed under the preview.

Browsing a folder that has QuickTime movies provides a preview of the movie. When you select a
QuickTime movie and move the mouse over the preview, a play button appears on the preview.
When you click the play button the movie will start to play in the Cover Flow preview pane. Move
your mouse over the preview again and a stop button appears. While a movie is playing, the other
files no longer show previews of those documents; once you move the Cover Flow scroll bar the
previews will appear again.
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Previous items

Cover Flow view

Preview of selected item

Upcoming items

List view of selected folder

Navigating Finder Windows

The chores associated with Finder—moving and copying files, creating folders, renaming items, and
SO on—are necessary, but are not among the more exciting features of Mac OS X. Your goal in any
Finder session should be to perform your tasks as quickly as possible so that you're soon back to
more productive pursuits. One way to speed things up in Finder is to know how to navigate the
interface and the contents of your Mac. The next few sections show you how to do just that.

Using the Keyboard to Select Items in a Finder Window

Cover Flow scroll bar
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Although you can use the mouse to point to and click items to select them (or double-click to open
them), moving to items and selecting them using the keyboard can be faster. There are two basic
ways to navigate inside a window using the keyboard.

You can type an item’s name to move to and select it. The OS matches item names as you type, so
most of the time you don’t need to type the item’s whole name to move to it (for example, typing

mp3 moves you to the first item whose name begins with mp3). The more of the name you type, the
more specific your movement becomes.

You can also move among items using the Tab and arrow keys. How this works depends on the
view you are using for the windows.
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Selecting Items in the Icon View

When you are in the Icon view, pressing the Tab key selects the next item according to alphabetical
order. Holding down the Shift key while you press Tab moves you among the items in reverse
alphabetical order.

You can also use the arrow keys to move to and select items. The keys work just as you might
expect. The up-arrow key moves you up the window, the right-arrow key moves you right, and
SO on.

The window scrolls automatically to keep the items you select in view.

Selecting Items in the List View @ i p

When a window is shown in List view, you can use the up- and The Option key works with the arrow

down-arrow keys to move up and down the list of items in the keys as well. If you hold down the

window. Option key and press the right-arrow

When you select an item, you can use the right-arrow key to key, all the folders within the
selected folder are expanded as

expand it and the left-arrow key to collapse it. |
well.

Selecting Items in the Column View

In the Column view, the right-arrow key moves you down the hierarchy, whereas the left-arrow key
moves you up the hierarchy. The up- and down-arrow keys enable you to move up and down within
a selected folder (which appears in a column).

Using these keys, you can move around your folders rapidly. As

you move through the structure using these keys, the window @ tip

scrolls so that you always see the currently selected item. It After you have selected an item,
maintains your view at all times so you can quickly jump into press 3¢-down arrow to open it. For
different areas without scrolling manually. example, when you select an appli-

cation and press these keys, the

When you get used to it, using the keyboard in combination o
application launches.

with the Column view is one of the fastest ways to navigate
Mac OS X Finder windows.

Selecting Items in the Cover Flow View

Using your keyboard in Cover Flow view is very similar to List view. In fact, because the List view
is present at the bottom of the Cover Flow Finder window, when you use the keyboard you will see
the results in that pane as well. Using the right arrow, down arrow, or Tab key will move you to the
next item. The left arrow, up arrow, and Shift-Tab will move you to the previous item. If you select a
folder and hold the ¥ key while pressing the down arrow, you will move into that folder.

Selecting Items with the Search Tool

The Finder window toolbar’s Search tool transforms a folder into a smart folder. You can set the
criterion used and the smart folder finds all folders and files that meet this criterion and displays
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them in the folder's Finder window. To search for files or folders, perform the following steps:

1. Open a Finder window.

2. Type the text or numbers for which you want to search in the Finder window Search box. As
you type, the Finder starts finding folders and files that meet your search criterion and displays
them for you (see Figure 3.8).
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The locations of the items listed can be scoped by choosing the location in which you are inter-
ested. These are shown at the top of the window. From left to right they are This Mac, the loca-
tion you were viewing when you started the search, and Shared.

3. Select the location in which you want to see items that match your search. For example, to find
items anywhere on your computer, click This Mac. To narrow the search to your previous loca-
tion, click its button. The window is refreshed and you will see items that match your search cri-
terion that are in the location you selected.

4. When you find an item in which you are interested, click in
the Contents pane and use the up- and down-arrow keys
to select the item in the upper pane. Its location appears in

the lower pane of the window (see Figure 3.8).

5. To add more criteria to the search, click the Add button (+)
next to the Save button. Use the resulting sheet to choose

and configure additional search attributes.

2 tip

You can save a smart folder by click-

ing the Save button and using the

Save sheet to name it, choose a save
location, and indicate if you want it

to be added to the Sidebar. After

you’ve saved a search, you can run it

again by opening it.
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To clear the search and return to the previous Finder window, click the Clear Search button, which
is the “x” located in the right end of the Search tool.

= To learn more about Smart folders, see “Searching Your Mac with Smart Folders,” p. 97.

Navigating Up and Down the Folder Structure

There are several ways to move up and down the folder structure within Finder windows. You can
use the keyboard as discussed in the previous section. You can also use the icons in the Sidebar as
well as the Path pop-up menu. The Go menu enables you to jump to specific folders quickly.

Changing Folders with the Sidebar

The Finder's Sidebar is a fast way to change the folder displayed in the current Finder window. The
sidebar contains icons that take you to specific folders. As mentioned earlier, the Sidebar contains
several sections. In the Devices section are all the volumes mounted on your Mac, including hard
disk volumes, disk image volumes, your iDisk, CDs, DVDs, and so on. The Shared section will dis-
play icons for the servers that are available on your local area network (LAN). In the Places section
of the Sidebar are some of the folders in your Home folder and the Applications folder. You can add
any folders, applications, documents, or other files or remove them from this area to completely cus-
tomize it. Finally, the Search For section of the sidebar allows you to quickly find content base upon
predetermined searches, and you can also store smart folders and Spotlight searches here. The pur-
pose of the Sidebar is to enable you to quickly open a Finder window that displays the contents of
any item it contains.

= 7o learn how to customize the sidebar, see “Customizing the Sidebar,” p. 56.

To view the contents of an item shown in the sidebar, simply click its icon. The right pane of the
Finder window shows the contents of the item you select. For example, if you click your Home
folder (the icon with your user account short name as its name), you'll see the contents of your
Home folder in the Contents pane of the Finder window.

Navigating Folders Using the Back and Forward Buttons

Click the Back button on the toolbar to move back to the previous Finder window in the current
Finder window chain. You can continue to click the Back button as many times as you want until
you reach the first window you viewed using the current Finder

window chain; at that point, the Back button is grayed out. @ ti

Similarly, the Forward button moves you forward in a chain of p

Finder windows. You can also use the Go, Back and the Go,
Forward commands to move back in the chain or forward in the
chain, respectively.

You can press 3£-[ to move back and
¥£-]to move forward.

= To learn how to customize the Finder toolbar, see “Customizing the Toolbar,” p. 59.
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If you open a new Finder window, the Back and Forward buttons are grayed out because there is
no window to move back or forward to. Opening a new Finder window starts a new chain of win-
dows, so both buttons are disabled. As soon as you open a second window within the same Finder
window chain, the Back button becomes active. If you move back along that chain of windows, the
Forward button becomes active.

Changing Folders with the Path Pop-Up Menu

The Path pop-up menu enables you to quickly move up and down the folder structure of your Mac.
To change folders, hold down the ¥ key and click the window name in the title bar of a Finder win-
dow. When you do so, you see all the folders from the one cur-

rently displayed in the window up to the Computer folder @ o

(where Computer is the name of your Mac; this is the highest tl p

level on your Mac). Select a folder from the menu and the
Finder window displays the folder you chose.

You can also move up the folder
structure one folder at a time by
pressing 3£-up arrow, which is the

You can add the Path button to your toolbar so you can select keyboard shortcut for the Enclosing
a folder without using the X key. Folder command that moves to the
folder enclosing the item you are
= To learn how to add buttons to the Finder toolbar, see currently viewing.

“Customizing the Toolbar,” p. 59.

Changing Folders with the Go Menu

The Finder's Go menu enables you to move into many areas of your Mac. The menu is divided into
several areas that contain various kinds of options.

At the top of the menu are the Back and Forward commands, which do the same thing as the Back
and Forward buttons on the toolbar.

Just under these commands is the Enclosing Folder command. When you are displaying an item in
a Finder window and press ¥-up arrow or select Go,
Enclosing Folder, the folder that contains the currently

selected item is shown in the Finder window. @ tip

You can also use the Finder's Go menu to open specific fold- Keyboard shortcuts are available for
ers. To do so, open the Go menu and select the folder you the specific folders on the Go menu.
want to view. Its contents replace those shown in the active See the “Finder Window Keyboard
Finder window (if no Finder windows are active, the folder’s Shortcuts” section at the end of this

contents appear in a new Finder window). For example, to chapter for a list of these shortcuts.

display your Home folder, select Go, Home.

If you select Go, Recent Folders, you can quickly move back to

one of the folders you have recently viewed (you can set the @ R

number of recent folders on this list using the Appearance tl P

pane of the System Preferences application). To clear the list of recent folders,
. choose Go, Recent Folder, Clear

You can also move to a folder using the Go to Folder com- Menu

mand. Select Go, Go to Folder to see the Go to Folder dialog
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box (see Figure 3.9). You can type a pathname in this dialog box and click Go to open a Finder win-
dow for that folder. Following are some tips on how to type pathnames:

B Pathnames are case sensitive.

B A slash (/) separates each level in the path.

Q note

Although you should be careful to

B Almost all paths should begin and end with the slash (/). use the proper case in pathnames,

B The exception to the previous rule is when you want to

sometimes it doesn’t make a differ-
ence. For example, the path to the

move to a specific user’'s Home folder, in which case you can Mac OS X System folder can be
just type ~username/, where username is the short name /SYSTEM/, /system/, or /System/.

for the user’s account.

B If the path begins with the folder on which Mac OS X is
stored, you can skip that folder name and start the path

Sometimes, however, the case of the
path you type must match exactly,
so it is good practice to always
match the case of the folder names

beginning with the next level. If it is on another volume, you you type.

can include that volume’s name at the beginning of the path.

Figure 3.9
This Go to Folder dialog box shows the path to the
iTunes Music folder within my Home folder.

Go to the folder:

| ~paul /Music/iTunes/iTunes Music [

(_ Cancel ) E—GG—)

Table 3.1 provides some examples of paths you would enter in the Go to Folder dialog box to move

to specific folders.

Table 3.1 Paths to Specific Folders

Location Path

A folder called Documents on a volume named Mirror /Mirror/Documents/
The Documents folder in the Home folder for the user ~paul/Documents/
account with the short name paul

The Mac OS X System folder /System/

A folder called Books located in the Documents folder in the ~paul/Documents/Books

user paul’s Home folder

The following are some additional tips for the Go to Folder com-

mand: @ ti p
B You can open the Go to Folder dialog box by pressing - Although pathnames should end in
Shift-G. Type the path and press Return to move there. /, you don’t really have to type the

B If you are patient when you type, Mac OS X will try to match

last /. If it is needed, Mac OS X adds
it for you. If not, the path works

the path you are typing and complete it for you. This usually without it.
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takes more time than typing it yourself, but if the path is
filled in for you, press Return to accept the path entered Q note
for you to move there. You can use the Connect to Server

command to move to folders located

B The most recent path you have typed remains in the Go to
on your network.

Folder dialog box; you can modify this path to move to a
different folder.

= 7o learn how to connect to servers, see “Accessing Shared Files from a Mac OS X Computer,”
p. 368.

Changing Folders with the Keyboard

One of the cool navigation features of Mac OS X is the capa-
bility to move up and down the folder structure using only the Q note

keyboard. Use the previous tips to select an item, and then This technique also works in the

press X-down arrow to move into the item, such as a folder, Column view to open applications or

an application, a document, and so on. For example, if you use documents. When you are viewing

the Tab key to select an application icon and then press - folders and volumes, you don’t need

down arrow, that application opens. Similarly, if you press this to hold down the ¥ key because, in

key combination when you have a folder selected, the con- the Column view, the contents of a

tents of that folder are shown in its previous view state. folder :)r V‘?lume are displayed when
you select it.

To move up the folder structure, press J£-up arrow.

Customizing Finder Windows

My goal in this chapter has been to get you comfortable enough with Finder that you don't waste
precious time on boring but necessary tasks such as working with files, folders, and discs. One of
the best ways to become efficient with Finder is to set up the application to suit the way you work.
You do that by customizing aspects of the Finder interface such as the Sidebar, the toolbar, the sta-
tus bar, and the various Finder views. The next few sections take you through all of Finder'’s cus-
tomization options.

Customizing the Sidebar

The Sidebar provides a convenient way to access the mounted volumes on your Mac along with
specific folders, documents, and applications (see Figure 3.10). As mentioned earlier, the Devices
section of the sidebar shows all the mounted volumes on your Mac; the Shared section shows
servers you are connected to; and the Search For section shows saved searches and smart folders.
By default, the Places section of the Sidebar shows several of the folders within your Home folder
and the Applications folder, but you can add or remove folders, documents, or applications to this
area to customize it.



Figure 3.10

The Sidebar makes getting into any mounted volume
on your Mac or into specific folders easy.
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To view the contents of a volume or folder, click it—its contents

appear in the Content pane of the Finder window. For volumes,
a button enables you to perform an action. For example, when
you have an ejectable volume, such as a disk image or DVD, you
can click an Eject button. When you have inserted a blank CD or

DVD, you can click the Burn button that appears next to a

Burnable folder to burn the disc.

Setting the Default Items in the Sidebar

Finder preferences determine which items appear in the Sidebar. To set them, follow these steps:

1. Select Finder, Preferences or press {-,.

2. Click the Sidebar tab (see Figure 3.11).

Folders

L2 tip
You can also store files in the Places

section of the Sidebar. Clicking a file
icon on the Sidebar opens the file.
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Figure 3.11
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Use the Sidebar pane of the Finder Preferences window to con-
figure the default items in the sidebar.

3. Activate the check box next to each item you want to appear in the Sidebar.

4. Deactivate the check box next to each item you don't want to appear in the Sidebar.

The next time you view a Finder window, its sidebar contains the items you specified. These selec-
tions only impact default items; anything you've added or removed manually is not impacted.

Organizing Your Sidebar

You can further organize the Sidebar by doing the following tasks:

B You can add any folder or file to the Places section of the
Sidebar by dragging it into that section.

B You can also add a folder or file to the sidebar by selecting
it and selecting File, Add to Sidebar or pressing ¢-T.

B You can remove folders from the sidebar by dragging them
out of the sidebar. When you do, they disappear in a puff
of smoke. Of course, the original item isn't affected.

Q note

If you remove an item whose check
box is checked on the Sidebar pane
of the Finder Preferences window,
that folder is removed and its check
box becomes unchecked in the
Preferences window.
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B Resize the Sidebar to make it fill up more or less of the Finder window (your change lasts only as
long as the current Finder window chain).

B Show or hide the Sidebar by clicking the Show/Hide Toolbar button in the upper-right corner of
Finder windows.

B Drag icons up and down within the Places section of the Sidebar to reorganize them.

Customizing the Toolbar
& @ note

Along the top of Finder windows, you see the toolbar. This tool-
bar contains the Back and Forward buttons, the View buttons,
the Action menu (covered in a later section), Quick Look button,
and the Search tool. As with the sidebar, you can customize
many aspects of this toolbar. You can show or hide it and cus-
tomize the tools it contains.

Many applications, especially those
that come with Mac OS X, also pro-
vide a Mac OS X toolbar in their win-
dows. You can use these same
techniques to work with many of
those toolbars.

Showing or Hiding the Toolbar

You can hide or show the toolbar in a Finder window in any of the following ways:
B (Click the Show/Hide Toolbar button in the upper-right corner of the Finder window.
B Select View, Hide Toolbar or View, Show Toolbar.

B Press Option-3£-T.

The state of the toolbar controls how new Finder windows open when they are viewed in the Icon
or List view. If the toolbar is displayed, new Finder windows open according to the preferences you
set using the Finder Preferences dialog box. If the toolbar is hidden, new Finder windows always
open in a separate window.

When you open a new Finder window from a window in which the toolbar is hidden (for example,
by holding down the Option key when you open a new Finder window), the toolbar is hidden in the
new window. When you open a Finder window from a window in which the toolbar is shown, the
toolbar is shown in the new window as well.

The toolbar state in currently open Finder windows is independent. For example, you can show the
toolbar in one Finder window while it is hidden in another. In fact, if you have two Finder windows
for the same folder open at the same time, you can hide the toolbar in one window while it is
shown in the other.

Changing the Tools on the Toolbar

The default toolbar contains various useful buttons, but you can customize its content by adding
tools to it or removing tools from it by doing the following:

1. Open a Finder window.

2. Select View, Customize Toolbar. The Toolbar customization sheet appears (see Figure 3.12).
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Drag your favorite items into the toolbar...

Figure 3.12
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3. To add a button to the toolbar, drag it from the sheet to the
toolbar, placing it in the location where you want it. (Table
3.2 lists the available buttons and what they do.)

When you move a button between two current buttons on
the toolbar, existing buttons slide apart to make room for
the new button.

4. Remove a button from the toolbar by dragging it off the
toolbar.

5. Change the location of the icons by dragging them. You
can move buttons and menus that you add as well as those
that are installed by default.

6. Use the Show pop-up menu to determine whether the but-
tons have text and an icon, text only, or an icon only.

7. To use the small icon size, activate the Use Small Size
check box.

8. Click Done.

Q note

If you place more buttons on the
toolbar than can be shown in the
current window’s width, a set of dou-
ble arrows appears at the right edge
of the toolbar. Click this to pop up a
menu showing the additional but-
tons.

o tip
You can return to the default toolbar
by dragging the default toolbar set

onto the toolbar from the Customize
Toolbar sheet.

o tip
You can rotate the toolbar among its
views, such as Icon and Text, Icon
Only, and so on, by holding down 3£

while you click the Show/Hide
Toolbar button.
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Table 3.2 Useful Toolbar Buttons

Button Name What It Does

Back/Forward Moves you back or forward in a chain of Finder windows.

Path Pops up a menu that shows the path to the current folder. You can select a folder
on the pop-up menu to move there.

View Changes the view for the current window.

Action Provides a pop-up menu with access to various context-sensitive commands.

Eject Enables you to eject items, such as mounted volumes, discs, and so on, from the
desktop.

Burn Enables you to burn a CD or DVD from a burnable folder.

Customize Enables you to open the Customize Toolbar sheet.

Separator A graphic element you can use to organize your toolbar.

Space Adds a block of space to the toolbar.

Flexible Space Adds a block of flexible space to the toolbar.

New Folder Creates a new folder.

Delete Deletes the selected item.

Connect Opens the Connect to Server dialog box.

Get Info Opens the Get Info window for a selected item.

iDisk Accesses your iDisk.

Search Enables you to search Finder windows.

Quick Look Opens a floating window to preview or provide information about the selected

item. If you have selected a folder, you will be shown details about the contents
of the folder. Selecting a document will provide a preview of that file.

Customizing the Status Bar @ tip

The status bar provides status information for the current If you add more buttons than can be
folder, volume, or whatever else is being displayed in the Finder displayed and then want to remove
window. Mostly, the status bar provides information about the some of the buttons you can’t see

(you see the double arrows instead),
you have to make the window wider
so that you can see the button on

number of items in the window and the amount of free space
on the current volume.

Where the status bar is displayed depends on whether the tool- the toolbar to remove it; you can’t
bar is shown. remove a button from the pop-up
If the toolbar is shown, the status bar information is displayed menu. You can also temporarily

remove other buttons until you can

at the bottom of the window. For example, if you are viewing a
see the one you want to remove.

folder, the number of items it contains and the amount of space
available on the drive on which it is stored will be shown.

If the toolbar is hidden, the status bar appears immediately under the title bar (see Figure 3.13). As
with the toolbar, you can hide or show the status bar using the View menu. Unlike the toolbar, how-
ever, the contents of the status bar can't be changed.
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Figure 3.13
9 Items, 107.26 G8 =0——| When the toolbar is hidden, the sta-
tus bar appears immediately under
ﬁ ﬁ ﬁ the title bar.
Desktop Documents Downloads
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Customizing the Finder Window Views

For each view type of Finder window view, you can set default or global view preferences that
affect all windows you open using that view type. You can then set options for individual windows
to override the default settings for that view type for that specific window. For example, one of the
customization options for the List view is the data you see in the window. You can choose to dis-
play the Comments column for a window in List view. If you set this as a default preference, each
time you open a new window in List view, you see the Comments column. If there is a window in
which you don't want to see the Comments column, you can change the preferences for that win-
dow so the Comments column is not displayed.

When you set a default preference, it affects all windows shown in that view. When you change a
window's preference, it affects only the current window.

Customizing the Icon View

Set your default preferences for the Icon view using the following steps:
1. Open a Finder window in the Icon view so you can preview the preferences you will set.

2. Select View, Show View Options or press 3£-J. The View Options window appears (see Figure
3.14). You use this window to set both default and window settings. At the top of the window is
the name of the folder you are currently viewing.

3. Use the Icon Size slider to set the relative size of the icons you see. As you move the slider, the
icons in the open window reflect the size you set. When you are happy with the size of the
icons, release the slider.

4. Use the Grid Spacing pop-up menu to set the size of the grid used to keep icons organized in the
window.
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Figure 3.14
The View Options window enables you to customize Finder window views.
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5. Use the Text Size pop-up menu to set the size of the icon labels.
6. In the Label Position area, select the location of icon labels: Bottom or Right.

7. Activate the Show Item Info check box to see information for

the items in a window. The information you see depends on
the items being displayed. For example, when the window
shows volumes, you see the total space on the volume and
the free space on each volume. When you view folders, you
see the number of items in that folder. When you see files,
information about the file is shown, such as the sizes of
image files.

. Deactivate the Show Icon Preview check box if you don't
want Mac OS X to create a preview of the file in the file's
icon even if the file type doesn’t include one by default. By
default, graphic file icons contain a preview of the file's con-
tent within the icon. Some types of files don't include this
icon information and their icon doesn’t contain a preview. To
see this preview, leave this check box activated.

. Use the Arrange By pop-up menu to select the criterion by
which you want icons grouped on the pop-up menu. None is
selected by default, and your other options are Name, Date
Modified, Date Created, Size, Kind, and Label. Choose Snap to
Grid to keep icons organized by the window'’s invisible grid.

Q note

When you select Snap to Grid, a
small grid icon will appear at the
bottom left corner of the Finder
window.

o tip
You can also modify the view of the
desktop, which is always in Icon
view. Click anywhere on the desktop
and open the View Options window.
You can then set the icon size, text
size, and other options just like a
folder window (except for the folder
background, which is set using the
Desktop pane of the System
Preferences Utility).
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10. Select a folder background option:

B White—This options gets you the standard white back-

ground.
B Color—Use the Color placeholder to open the Color Q nOte
Picker to select the background color you want to use. Supported image formats for a back-

ground image include PICT, TIFF, and

B Picture—To select a picture to use as the background, JPEG. The background image you

either drag a picture file from a Finder window and choose appears in folders you view
drop it on the picture placeholder, or click the picture using the default icon settings. This
placeholder and then use the Select a Picture dialog box does not affect any image you are
to select a background image. using as a background image on

your desktop.
12. Click Use As Defaults.

After you have made these settings, any window you view in Icon view is displayed using your
default preferences unless you override the global settings by setting a window'’s preference.

To change the preferences for an individual window, do the following:

1. Open the window you want to view and put it in the Icon

view.
2. Open the View Options window by selecting View, Show @ tl p
View Options (or press ¥¢-J). You can leave the View Options win-
dow open while you select other
3. Use the controls to set the Icon view preferences for the windows. If you do so, the name
window you opened in step 1 (see the previous steps for shown at the top of the dialog box
help). changes, as do the controls you see
if the window you select is in a view
This window uses the preferences you set for it until you different from the current one.

change them.

Customizing the List View

Customizing List view works pretty much the same way as Icon view, except that you have differ-
ent options.

Set your default List view preferences using the following steps:
1. Open a Finder window in List view.

2. Open the View Options window (3£-J).

3. Select the radio button for the icon size you want to use.

4. Select the text size using the Text Size pop-up menu.

5. In the Show Columns area, activate the check boxes next to the data columns you want to be
displayed in List view. The default data are Date Modified, Size, and Kind. The other data avail-
able are Date Created, Version, Comments, and Label.
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. Activate the Use Relative Dates check box if you want to use relative dates, which means you

see date values that are relative to today (such as Yesterday or Past Week) for some dates rather

than the full date for all dates.

. Activate the Calculate All Sizes check box if you want the size of folders to be displayed in the

Size column. This option uses extra computing powetr, especially for those folders that contain
many folders and files. You should usually leave this box unchecked unless folder size informa-

tion is critical to you.

selected item, rather than a generic icon.

Click Use As Defaults.

. Activate the Show Icon Preview check box to have the Finder display a preview icon of a

Every window you see in List view uses these options, unless you override the settings for a partic-

ular window.

Overriding the default options for a specific window is analogous to what you do for the Icon view.
Open the window, open the View Options window, and use the controls to set the view options for
the current window.

Customizing the Column View

The Column view has fewer customization options than the other views. The Column view prefer-
ences you set apply to all windows in the Column view. You can customize the column view by
doing the following:

1.

2.

Open a Finder window in Column view.

Open the View Options window (3£-J).

. Select the text size using the Text Size pop-up menu.

. Deactivate the Show Icons check box to hide the icons in the

window.

. Deactivate the Show Icon Preview check box to have the

Finder display a generic icon instead of a preview icon of a
selected item.

. Deactivate the Show Preview Column check box if you prefer

not to see the preview of a file you have selected in the
window.

. Use the Arrange By pop-up menu to select the criterion by

which you want icons grouped on the pop-up menu: Name,
Date Modified, Date Created, Size, Kind, or Label.

Q note

The Finder remembers the view you
used the last time you opened a spe-
cific window and maintains that view
each time you open that window—
until you change that window’s view.
If you want a specific folder to
always open in a particular view,
click the check box at the top of the
View Options dialog box to do so.

Similarly, you can’t tell the Finder to
apply the default view preferences
to all windows at the same time. If
you have changed the view prefer-
ences for individual windows, you
have to reapply the default view
preferences to that window if you
want to use them (by using the View
Options window).
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Customizing the Cover Flow View

The view options for Cover Flow windows are identical to the options you have for a List view.
Because the Cover Flow view includes a list view in the bottom pane, it is beneficial to be able to
set these options.

Set your default Cover Flow view preferences using the following steps:
1. Open a Finder window in Cover Flow view.

2. Open the View Options window (3£-J).

3. Select the radio button for the icon size you want to use.

4. Select the text size using the Text Size pop-up menu.

5. In the Show Columns area, activate the check boxes next to the data columns you want to be
displayed in List view. The default data are Date Modified, Size, and Kind. The other data avail-
able are Date Created, Version, Comments, and Label.

6. Activate the Use Relative Dates check box if you want to use relative dates, which means you
see date values that are relative to today (such as Yesterday or Past Week) for some dates rather
than the full date for all dates.

7. Activate the Calculate All Sizes check box if you want the size of folders to be displayed in the
Size column. This option uses extra computing power, especially for those folders that contain
many folders and files. You should usually leave this box unchecked unless folder size informa-
tion is critical to you.

8. Activate the Show Icon Preview check box to have the Finder display a preview icon of a
selected item, rather than a generic icon.

9. Click Use As Defaults.

Working with the Finder Window’s Action Pop-Up
Menu

One of the default tools on the Finder window toolbar is the Q note

Action pop-up menu (see Figure 3.15). This menu provides As you probably suspect, the com-
access to context-sensitive commands, which means that mands on the Action pop-up menu
commands on the menu depend on the item you have are similar to the commands on an
selected on the desktop. For example, when you select a file item’s contextual menu, which you
and open the menu, you see commands including New Folder, can open by pointing to an item,
Open, Open With, Move to Trash, Get Info, Compress, Burn, holding down the Control key, and
Duplicate, Make Alias, Quick Look, Copy, Show View Options, clicking the item (or right-clicking
and Label. the item if you use a two-button

mouse). If you do this, you’ll see a
couple more options on the contex-
tual menu that you will learn about
later in this book.
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‘Word ...(.docx)

To use a command on the menu, select the item on which you want to use the command, open the
menu, and select the command you want to use.

Organizing Folder Items with Labels

Labels enable you to color-code and text-code files and folders as a means of identifying and orga-
nizing them. For example, you can assign all the folders for a specific project using the same label.
In addition to making the relationship between these folders clearer, you can choose to group items
within a window by label, which keeps them near one another as well. You can also use Smart
Folders to automatically gather files and folders that have the same label.

Setting Up Labels

You can assign text to the color labels by following these steps:

1. Open the Finder Preferences window.

2. Click the Labels button to open the Labels pane, which contains the seven label colors. Next to
each color is its text label, which by default is the name of the color.

3. Edit the text labels for each color to match your label needs. For example, you can replace the
color with the name of a project.
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Applying Labels

You can apply labels to a folder or file by following these steps:
1. Select the items to which you want to apply a label.
2. Open the Action pop-up menu or the contextual menu.

3. Select the label you want to apply to the selected labels.
@i p

If you view a window in Icon view,

you can choose to keep items

When an item has a label applied to it and you view the
enclosing folder in Icon view, its name is highlighted in the

label’s color. When you view a window in the Cover Flow, grouped by label. This keeps all the
Columns, or List view, a large dot filled with the label color files with which you have associated
appears next to the item you have labeled. If you view a win- a specific location together in the
dow in the List view and select to show the Label column, the window.

label text appears in the Label column for the item.

Finder Window Keyboard Shortcuts

Table 3.3 lists keyboard shortcuts for working with Finder windows.

Table 3.3 Keyboard Shortcuts for Finder Windows

Menu Action Keyboard Shortcut
None Opens an item on the sidebar and closes the current Option-click
window
None Opens an item on the sidebar in a new Finder window  ¥£-click
None Closes all open Finder windows Option-click the Close button
None Opens an item in a new Finder window I£-double-click a folder
Finder Preferences -,
File New Finder Window H-N
File New Folder Shift-3£-N
File New Smart Folder Option-3£-N
File Open -0
File Close Window H-W
File Get Info -1
File Duplicate -D
File Make Alias H-L
File Quick Look x-Y
File Show Original £-R
File Add to Sidebar X-T

View as Icons -1



Table 3.3 Continued

Menu
View
View
View
View

View

Go
Window

Window

Action

as List

as Columns

as Cover Flow
Show/Hide Toolbar
Show/Hide View Options
Back

Forward

Enclosing Folder
Computer

Home

Desktop

Network

iDisk, My iDisk
Applications
Utilities

Go to Folder
Connect to Server
Minimize Window

Cycle Through Windows

Finder Window Keyboard Shortcuts

Keyboard Shortcut
-2

-3

H-4
Option-3-T
H-J

[

-]

H-up arrow
Shift-¢-C
Shift-3¢-H
Shift-3£-D
Shift-¢-K
Shift-3¢-I
Shift-3£-A
Shift-¢-U
Shift--G
*-K

H-M

goo
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Symbols

* (asterisk), 540

\ (backslash), Unix com-
mands, 534

/ (forward slash), 538
- (hyphen), 538
~ (tilde), 538

A

AAC (Advanced Audio
Coding), 159

About This Mac
(Apple menu), 3

access privileges, networks,
377-380

accessing

fonts, 482

iDisk from Go menu, 432

Internet, troubleshooting,
418-419

items in Trash, 79

keychains, 714-716

MobileMe email accounts
from the Web, 425-426

Public folder, 75

Safari bookmarks, 295

shared files, 368-374

smart folders, 101

VPNs, 383

accounts

MobileMe accounts,
configuring, 423

email accounts, configuring

(Mail), 317

IMAP accounts, 322

Internet connections, con-
figuring, 268-270

Internet accounts, managing
multiple, 279-281

MobileMe accounts,
configuring, 423

user accounts. See user
accounts

Action menu (Finder), 12,
66-67

actions supported by
Automator, 518-520

activating Dashboard, 561-562

active screen corner
(Dashboard), 572

Activity Monitor, 743-749
Activity window (Safari), 306

adding
addresses to Address
Book, 221
from email messages, 224
importing from other
applications, 225-226
manually, 222-224
vCards, 225
album artwork (iTunes),
180-181
audio CDs to iTunes
libraries, 161-162
bookmarks in Safari, 296
buddies in iChat, 354-355
collections to Fonts
panel, 488
effects to fonts, 488-490
email accounts to Mail,
318-322
folders to Dock, 31-32

INDEX

fonts to libraries, 483

icons to Dock, 30

items to keychains, 716-717

keyboard shortcuts for
application commands,
609-610

keychains, 718

lyrics to tracks (iTunes),
178-179

RSS feeds to email, 345-346

shared printers, 643-644

Address Book, 25, 213-215

adding addresses to, 221
from email messages, 224
importing addresses

from other applications,
225-226
manually, 222-224
vCards, 225

address groups, 227

addressing email, 229

configuring, 218, 453

customizing Address Book

card templates, 219
editing addresses, 226
finding information in, 215
information, using, 216-217
keyboard shortcuts, 231
Mail, 333
phone number format,
219-220

printing, 229-231

sharing with .MacMobileMe
users, 220-221

smart address groups,
creating, 228-229

subscribing to, 231

vCards, 214, 219-220

widgets, 231, 565




764 address groups (Address Book)

address groups (Address
Book), 227-229

addresses

adding to Address Book, 221
from email messages, 224
from other applications,

225-226

manually, 222-224
vCards, 225

editing in Address Book, 226

addressing email (Address
Book), 229

administrator accounts,
441-442
troubleshooting, 456-457

Adobe Reader, 649

Advanced Audio Coding
(AAC), 159

Advanced pane (iCal), 237-238

advanced preferences (Safari),
configuring, 287-288

AIFF (Audio Interchange File
Format), 159, 632-633

AirPort, 386-387, 399
base stations
configuring, 389-390
configuring, guided
approach, 390-392
configuring, manual
approach, 393-398
installing, 390
password problems, 403
configurations,
troubleshooting, 403
connecting to AirPort
networks, 400-402
creating and managing
networks, 387
hardware,
troubleshooting, 403
networks,
troubleshooting, 404
signals, troubleshooting, 403

AirPort Extreme, 386-389

album artwork (iTunes)
adding, 180-181
viewing, 182-183

alert sounds, installing,
632-633

aliases, 78-79

alternative startup volumes,
maintaining, 683-684

analog speakers, 626-627

answering text chats in iChat,
356-357

antivirus software, 722

appearance
of Dock, customizing, 32-33
of Safari, configuring, 285
of user accounts, Login
window, 458

Appearance pane (System
Preferences application),
107-108

Apple
Backup. See Backup
Movie Trailer site, 196
support pages, 761

Apple File Protocol, 362
Apple Keyboard, 592

Apple Lossless, 159

Apple menu commands, 2-3
Apple Mighty Mouse, 597

AppleTalk, 362-364
printers, 640

application commands,
adding keyboard shortcuts,
609-610

application menus, 4-5, 132-133
Edit menu, 134
File menu, 134
Format menu, 134-135

application viruses, 720

applications

Carbon, 127

Cocoa, 127

downloading, 685

Font Book, 481

hiding, 468

installing, 128-129

drag-and-drop method,

129-130

installer application,
130-131
troubleshooting, 129
Java, 128
launching, 131-132
maintaining, 684-685
Network Utility, assessing
networks, 374-376
opening automatically at
login, 453-454
switching between, 466-467
System Preferences, 12-14
Terminal, 532
Unix, 535
Windows, 128
applying
effects to fonts, 488, 491
labels, 68

archiving, 703

arguments (Unix
commands), 533

assessing
disc drives, 660-661
networks with Network
Utility, 374-376
performance, troubleshooting
issues, 737-750

asterisk (*), 540

attaching files to email,
343-345

attacks, troubleshooting,
735-736

audio
alert sounds, installing,
632-633
configuring, for DVD
Player, 210

audio CDs
adding to iTunes library,
161-162
listening with iTunes,
149-151

Audio Interchange File
Format (AIFF), 159, 632

AutoFill (Safari), 301
configuring, 301-302
implementing, 302-303



automatic login, configuring,
457-458

Automatic Login mode, hiding
Sleep, Restart, and Shut
Down buttons, 459

Automator, 516-518
actions that are supported
by, 518-5620
criteria for automating
tasks, 518
workflows
creating manually,
521-522
designing, 521
opening websites,
523-525
recording, 522
saving as
applications, 523
sending files via email,
526-530
testing/editing, 522

Back button, moving among
Finder windows, 53-54

Back to My Mac, remotely
accessing your Mac, 437-439

backing up your system,
689-690
Backup, 698
configuring, 699-702
installing and
obtaining, 699
restoring files with,
702-703
backup software, choosing
Backup, 698
Time Machine, 692
strategies for, 690-691
Time Machine
configuring, 692-694
managing backups, 698
restoring data from
within applications, 697
restoring files, 694-696
using backup systems, 703

Backup, 698
backing up with, 702
configuring, 699-702
installing and obtaining, 699
restoring files, 702-703

backups, 690
full backups, 691
incremental backups, 691
maintaining alternative
startup volumes, 683-684
managing with Time
Machine, 698
base stations
AirPort
configuration,
troubleshooting, 403
configuring, 389-390
configuring, guided
approach, 390-392
configuring, manual
approach, 393-398
installing, 390
password problems, 403
AirPort Extreme,
configuring, 389

bash shell (Unix), 533

batteries, maximizing life of,
551-552

battery status icon, 549-551

battery status menu, mobile
computers, 550-551

Bcce (blind carbon copy), 333
.bin files, 310
blocks, 681

Bluetooth, 362
input devices
configuring, 603-604
installing, 605-606
preparing for, 601-602
synchronizing, 606
mouse, 598
Bonjour, 363-635
file sharing, 365
bookmarks
DVD Player, 207

Safari, 294
accessing, 295

Calculator widget 165

adding, 296
configuring preferences,
294-295
organizing, 296-297
setting, 296
Boot Camp, running
Microsoft Windows on a
Mac, 578-579, 584

Boot Camp Assistant, running,
579-583

BOOTP (Boostrap Protocol), 363
bouncing email, 336
bouncing action, Dock icons, 27
brightness, configuring, 614
broadband providers, 270
browsing
libraries
with Cover Flow view,
166-168
with Grid view, 166
with Grouped view, 166
with List view, 164-166
RSS feeds (Safari), 290-291
Safari, private browsing
options, 306
buddies, iChat, 353
adding to list, 354-355
Buddy List window, 354
Buddy List window (iChat), 354
built-in speakers, 626
bundles, 129
burn folders, creating, 80
burning
CDs/DVDs
with Disk Utility, 665
from Finder, 663-665
folders on CDs/DVDs, 669-670
volumes on CDs/DVDs, 670

buttons, toolbar buttons, 61

C

cable, configuring Macs for
Internet access, 273-274

Calculator widget, 566
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766 calendars, iCal

calendars, iCal, 235

cameras,
downloading images to
Macs, Image Capture,
263-264
troubleshooting, 265

capturing
screen images, 265
keyboard shortcuts,
265-266
with Grab, 266
video clips with DVD
Player, 208

Carbon applications, 127

cards
Address Book, customizing
card templates, 219-220
editing address cards
(Address Book), 221

case sensitivity, Unix com-
mands, 533

cd pathname command
(Unix), 537

CDs, burning
folders, 669-670
volumes, 670
with Disk Utility, 665
changing
directory contents, 539-540
locations, mobile
computers, 559
smart folders, 101
smart playlists (iTunes),
191-192

Character Viewer, 491, 494
installing on Finder menu
bar, 492-493
opening, 492
characters
spacing, 480
typeface, 478
chat, limiting user access to,
728-730

choosing
backup software
Backup, 698
Time Machine, 692

input devices, 591-592
keyboards, 592
mouse, 597

speakers, 626
trackballs, 601

CIFS (Common Internet File
System), 362

clean accounts, 442-443
cleaning disk drives, 682

clock display, customizing,
15-16

Closed Captioning, DVD
Player, 206

closing Finder windows, 44
clouds, 422
Cocoa applications, 127

collections, 482
adding/removing from Fonts
panel, 488
creating, 484
editing, 484
font collections, 483-484
Fonts panel, 488
managing, 483
Safari, 295

color
choosing with Color
Picker, 109
synchronizing across
displays, 622-623

Color Picker (System
Preferences application), 109

Colors panel, 109
ColorSync, 622-624

Column view, 76
customizing, 65
Finder windows, 47-49
selecting items in Finder
windows with keyboard, 51

commands
Apple menu, 2-3
Application menus, 4
Edit menu, 6
Empty Trash command, 712
File menu, 5-6
Fonts panel, 487

Go menu (Finder), 7
Help menu, 8-10
Secure Empty Trash
command, 712
Shuffle (iTunes), 154
Unix, 531-532
arguments, 533
cd pathname, 537
command structure,
533-535
cp, 540
defined, 533
env, 537
kill, 543
Is, 5638
man, 540
manual, 540-541
mkdir, 540
mv, 540
piping, 533
pwd, 537
rm, 539
sudo, 542
top, 543
uname, 536
View menu (Finder), 7
Window menu, 7-8

Common Internet File System
(CIFS), 362

complex searches, Spotlight,
95-97

Composing preferences, Mail,
324-325

compressed files, 345

compressing files
file extensions, 310-311
Unix, 545-546

Computer folder, 71

computer-to-computer
networks, creating, 402

computers, mobile
power management, 549-553
use overview, 549

conferencing with video and
sound, iChat, 357-358
configuring
accounts, 268-270



Address Book
General preferences, 218
phone number format,
219-220
user accounts, 453
AirPort
base stations, 389-400
troubleshooting, 403
Appearance pane (System
Preferences application),
107-108
audio, DVD Player, 210
AutoFill (Safari), 301-302
automatic login, 457-458
Backup, 699-702
base stations, AirPort,
390-398
Bluetooth devices, 603-604
ColorSync, 623
Dashboard, hot keys and
active screen corner, 572
date and time, 120-122
DHCP Macs to share
Internet accounts, 412-415
disc actions, 661-663
displays, 612
brightness, 614
color depth, 613
resolution, 613
rotation, 614
downloads folder, 308
DVD Player, 201, 205
email rules (Mail), 339-340
Expose, 470
FileVault, 707-708
Font Book, 482, 485
iCal, 235-238
iChat, 350-353
iDisk (MobileMe), 428-430
iTunes to import music,
158-160
keyboards, 593-594
keyboard shortcuts, 594
language settings,
595-596
navigation, 607-609
locations for mobile
computers, 557
Macs for Internet access, 273
cable, 273-274

custom screen savers 767

DSL, 273-274
PPPoE, 276-278
proxy servers, 275-276
TCP/IP, 274-275
Mail, 315
email accounts, 317
general mail preferences,
316-317
to manage RSS feeds,
345-346
MobileMe accounts, 423
mouse, 598-600
network printers, 638-639
network services
accessing shared files,
368-374
file sharing, 364-367
firewalls, 367-368
power use, mobile
computers, 552-5653
printers, 638-641
RAID disks, 687
RSS feeds (Safari), 291-292
Safari, 288
advanced preferences,
287-288
appearance
preferences, 285
bookmark preferences,
294-295
general preferences,
284-285
security preferences,
285-287
screen savers, 112-116
Software Update tool,
672-673
sound effects, 630-631
sound, 631-632
Spotlight, 90-91
Tabs (Safari), 298-299
Time Machine, 692-694
track options (iTunes),
175-178
trackpads for mobile
computers, 555-556
user accounts, 448-449
full name and
password, 450
pictures, 450-452

VoiceOver, 499-504
widgets, 562-564, 571
Zoom, 505

connecting
printers, 635-636
shared printers, 643
to AirPort networks, 400-402

Content pane (iTunes)
customizing, 183-184
rating tracks 178
setting tags, 175

contextual menus (Finder),
10-11, 141-142

controlling
iTunes
from the Dock, 154-155
with iTunes widget,
155-156
Mac audio, 629-632
mobile computers with
function keys, 554
order of tunes (iTunes),
152-153

converting files to different
formats with Preview, 260

cookies, 287
copying files/folders, 76

Cover Flow view
browsing libraries, 166-168
customizing, 66
Finder windows, 49
selecting items in Finder
windows with keyboard, 51

cp command (Unix), 540
crackers, 705

creating
aliases, 78
burn folders, 80
folders, 77
font collections, 484
font libraries, 483
spaces, 471-474

cropping images with
Preview, 255

Crossfade playback, 158
custom screen savers, 114-115
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768 customizing

customizing
Address Book, card
templates, 219

desktop, 15
appearance, 17-19
clock display, 15-16

Dock appearance, 32-33

Finder window view, 62
Column view, 65
Cover Flow view, 66
Icon view, 63-64
List view, 64-66
status bar, 61-62
Toolbar, 59-61

iTunes
Content pane, 183-184
playback preferences,

156-158
playback with DVD
Player, 210

power settings, 552-553

Sidebar, 56-569

widgets, 564-570

D

Darwin, 536

Dashboard, 25
activating, 561-562
configuring, 572
deactivating, 562
widgets, 561
configuring, 562-564, 571
creating with Web Clip,
573-574
customizing, 564-570
downloading, 575
installing third-party
widgets, 576
removing, 564, 572

data storage, disks and discs,
653-654

Datafork TrueType fonts, 481

Date & Time (System
Preferences application),
120-122

date options, Language &
Text pane, 119

dates, configuring, 120-122
deactivating Dashboard, 562
decoding files, 311
decorative typefaces, 478

default disc behavior, System
Preferences application, 120

default OS, reinstating Mac
OS X as, 584

defragmenting hard disks,
681-682

deleting

files, 79, 712

folders, 79

font libraries, 483

icons from Dock, 31

keychains, 719

libraries, 483

locations, mobile
computers, 559

standard playlists
(iTunes), 187

widgets, 564, 572

designing workflows
(Automator), 521

desktop
Apple menu commands, 2-3
application menus, 4-5
choosing pictures for, 110-111
customizing, 15
appearance, 17-19
clock display, 15-16
Edit menu, 6
File menu, 5-6
Go menu (Finder), 7
Help menu, 8-10
keyboard shortcuts, 20
screen savers, configuring,
112-116
Spaces, 14
creating, 471-474
managing, 474-475
Spotlight menu, 10
View menu (Finder), 7
Window menu, 7-8

Desktop & Screen Saver pane,
110-116

Desktop folder, 76

.dfont (Datafork TrueType
fonts), 481

DHCP (Dynamic Host
Configuration Protocol), 407
account sharing,
configuring, 412-415
Internet connection,
sharing, 407-409

DHCEP client ID, 269
DHCP servers, 274, 411-412

Dictionary, limiting user
access to, 726, 728

Dictionary widget, 567-568

digital cameras,
troubleshooting, 265

digital speakers, 626
installing
on Mac Pro, 627
PCI Express Card, 628
USB, 628

dimming screens, 551

directories (Unix)
changing contents of,
539-540
viewing, 537-539

disabling
font libraries, 483
Trash warning dialog box, 79

disaster recovery, backing up
your system, 689-690

disc actions, configuring,
661-663

disc drives, assessing, 660-661

Disc Info window, DVD Player,
205-206

discs
burning from Finder,
663-665
useful tasks, 653-654

disk drives, maintenance, 675
checking and repairing
disks with Disk Utility,
675-679
cleaning, 682
defragmenting and
optimizing, 681-682



enabling journaling with
Disk Utility, 680-681

erasing disks with Disk
Utility, 679-680

disk image (.dmg) files, 129

disk images
creating with Disk
Utility, 686
burning, 666-669
Disk Utility
CDs/DVDs, burning, 665
checking and repairing
disks, 675-679
creating disk images to
burn, 666-669
erasing disks, 679-680
features of, 686-687
folders, burning, 669-670
journaling, 680-681
launching, 675
restoring disks or files, 704
volumes, burning, 670

disks

checking and repairing with
Disk Utility, 675-679

ejecting, 26

erasing with Disk Utility,
679-680

restoring, 704

useful tasks, 653-654

Display options (Universal
Access), 506

displaying filename
extensions, 78

displays, 611
brightness, configuring, 614
color depth, configuring, 613
configuring, 612-614
multiple displays, 614-622
resolution, configuring, 613
rotation, configuring, 614
synchronizing across

displays, 622-623

Displays menu, 614

.dmg (disk image) files,
129, 310

.doc (Word) files, 138

Dock, 23
accessing applications, 27
controlling iTunes, 154-155
customizing appearance of,
32-33
document icons, 28
icons
bouncing action, 27
menus, 29
items on, 25-27
keyboard shortcuts, 35
logging out, 29
organizing, 23
adding folders to, 31-32
adding icons, 30
moving icons on, 30
removing icons from, 31
quitting applications, 30
using items on, 27

document icons, Dock, 28

documents
opening, 135
identifying associated
application, 138-143
troubleshooting, 132
with Open dialog box,
136-138
PDFs, 258
printing, 644-647
saving, 143-144
as PDF's, 148
filenames and filename
extensions, 145-147
downloading
applications, 685
images from cameras to
Macs, Image Capture,
263-264
web files, 308-310
widgets, 575
Downloads, Dock, 26
Downloads window, 308-309
drafts, email, 334
drag-and-drop method,
installing applications, 129-130
DSL (Digital Subscriber Line),

configuring Internet access,
273-274

email 769

DVD Player
bookmarks, 207
Closed Captioning, 206
configuring, 201, 205, 210
customizing playback, 210
Disc Info window, 205-206
keyboard shortcuts, 210
Timer feature, 209-210
video clips, 208-209
watching DVD movies,

197-201

DVDs, burning
with disk Utility, 665
folders, 669-670
volumes, 670

dynamic data, 193

E

edge routers, 407

Edit menu, 6
application menus, 134
editing
addresses in Address Book,
221, 226
fonts
collections, 484
sizes (Size pane), 490
keychains, 719
locations of mobile
computers, 559
macros, 535
workflows (Automator), 522

Effects tools, Fonts panel,
488-490
Eject icon, 653
ejecting disks, 26
emacs (editing macros), 535
email
Address Book, 224, 229, 333
attachments, 343-345
bouncing, 336
drafts, 334
files sending automatically
(Automator workflow),
526-530
formats, 323

How can we make this index more useful? Email us at indexes@quepublishing.com




770 email accounts

forwarding, 335
IMAP accounts, 322
junk mail, 341-343
limiting user access to,
728-730
mailing lists, 323
MobileMe, 424-42.6
organizing
with mailboxes, 336-337
with smart mailboxes,
337-338
redirecting, 335
replying to, 335-336
retrieving and reading,
328-329
individual messages,
330-331
RSS feeds
adding, 345-346
reading, 346
RTF format, 323
rules, configuring, 339-340
sending, 332-334
spell, 324
templates, 334
threads, 331-332
web pages, sending
(Safari), 306
writing, 332-334

email accounts
adding to Mail, 318-322
configuring, 317

Empty Trash command, 712
encoders, 160, 310
Energy Saver pane, 112
env command (Unix), 537
environments, Unix, 536-537
erasing disks with Disk
Utility, 679-680
error alerts, 756
errors
application errors, correcting,
756-758
hardware errors, correcting,
759
system errors, correcting,
758-759

user errors, troubleshooting,
734-735

Ethernet connections,
troubleshooting, 278-279

events, iCal, 239-242

Expose, 465
configuring, 470
keyboard compatibility, 470
windows, managing, 468-470

external hard drives,
installing, 654

external IP address, 407
extracting files (Unix), 545-546

F

fast user switching, user
accounts, 459-461

Favorites collection (Fonts
panel), 487-488

faxes
receiving, 648
sending, 647-649

feet, 478
file extensions, 310-311
File menu, 5-6, 134

file sharing
configuring, 364-367
peer-to-peer file sharing, 364

File Transfer Protocol (FTP), 363

filename extensions, 77, 146
associating documents with
applications, 143
hiding, 78, 147
overriding, 147
saving documents, 145-147
viewing, 147

files

adding Spotlight informa-
tion to, 97

aliases, 78-79

attaching to email, 343-344

Column view, 76

compressed files, 310-311,
345

compressing, Unix, 545-546

converting to different
formats, 260

copying, 76

decoding, 311

deleting with Secure Empty
Trash, 712

email attachments, 344-345

encoding, 310

extracting, 545-546

filename extensions,
associating documents
with applications, 143

installed files, viewing, 675

moving, 76

naming, 77

restoring, 702-704

sharing with Windows
computers, 381-382

synchronizing on mobile
computers, 560

trashing, 79

uncompressing, 311,
545-546

web, downloading, 308-310

FileVault, 559
configuring, 707-708
passwords, 709

Finder
Action pop-up menu, 12,
66-67
burning discs, 663-665
closing, 44
Column view, 47-49
contextual menus, 10-11
Cover Flow view, 49
Finder window view,
customizing, 62-66
Go menu, 7
Icon view, 45
installing Character Viewer
on menu bar, 492-493
List view, 45-47
keyboard shortcuts, 68
moving, 44
navigating up and down
folder structure
Back and Forward
buttons, 53-54
changing folders with Go
menu, 54-55
changing folders with
keyboard, 56



changing folders with
Path pop-up menu, 54
Sidebar, 53
opening, 38-39
configuring how windows
open, 40-41
spring-loaded folders, 41
Quick Look command, 86
resizing, 43-44
restoring files with Time
Machine, 694-696
scrolling, 42
selecting items
with keyboard, 50-51
with Search tool, 51-563
Sidebar, customizing, 56-59
status bar, customizing,
61-62
Toolbar, customizing, 59-61
View menu, 7
window view,
customizing, 62
Column view, 65
Cover Flow view, 66
Icon view, 63-64
List view, 64-66

Finder icon, 25

finding information in
Address Book, 215

firewalls, 407, 709-711
hackers, preventing, 723
network services,

configuring, 367-368

folders
adding
to Dock, 31-32
Spotlight information
to, 97
aliases, 78-79
burn folders, creating, 80
burning on CDs/DVDs,
669-670
Column view, 76
Computer folder, 71
copying, 76
creating, 77
downloads, configuring, 308
moving, 76
naming, 77

organizing smart mailboxes,

338

smart folders, 97

trashing, 79

User folders, 73-74
Desktop folder, 76
Library folder, 76
Public folder, 74-75
Sites folder, 75

Font Book, 481-482
configuring, 485
fonts, installing, 485

font collections 483-484

Font Size sheet
(Fonts panel), 490

font smoothing, 108

fonts, 481
Character Viewer, 491, 494
installing on Finder
menu bar, 492-493
opening from Fonts
panel, 492
character spacing, 480
collections, 482
creating, 484
editing, 484
managing, 483
configuring with Font
Book, 482
Datafork TrueType fonts,
481
Font Book window, config-
uring, 485
font collections, 483-484
Fonts panel, 485-487
collections, 488
Effects tools, 488-490
Favorites collection,
487-488
Preview pane, 487
Size pane, 490
Typography tools, 491
installing, 485
libraries, 482-483
making available to users,
482
managing, 482-483
TrueType, 481
users, accessing, 482

Get Info window 771

Fonts & Colors preferences
(Mail), 322
Fonts panel, 485-487
Character Viewer, opening,
492
collections, 488
commands, 487
Effects tool, 488-490
Favorites collection, 487-488
panes, 486
Preview pane, 487
Size pane, 490
typography effects, apply-
ing to fonts, 491
Force Quit (Apple menu), 3

Format menu (application
menus), 134-135

Formats tab, Language & Text
pane, 118

Forward button, moving
among Finder windows,
53-54

forward slash (/), 538
forwarding email, 335
fragmented data, 681

FTP (File Transfer Protocol), 363
full backups, 691

function keys, controlling
mobile computers, 554

G

GarageBand, 628

General Information section
(Get Info window), 82-83

General preferences

general preferences
Address Book, 218
Safari, 284-285
General section (Get Info
window), 82
Get Info window
General Information section,
82-83
More Info section, 83
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772 Go menu

Name & Extension section, hardware text chats, 355-355
83-84 AirPort, troubleshooting, 403 answering, 356-357
Open With section, 85 broadband connections, 270 sound, 357
Preview section, 84 errors, correcting, 759 tips for using, 359
Sharir}g &SiermiSSionS failures, troubleshooting, 736 jChat Theater, 360
section :
' Hearing controls, 496, 506 3
Spotlight Comments g icon menus (Dock), 29
section, 82 Help menu, 8-10 Icon view (Finder windows), 45
Go menu. 7 helper applications, 313 customizing, 63-64
accessing iDisk, 432 hiding selecting items, 51
changing folders, 54-55 filename extensions, 78, 147 icons
Google search tool, 292 running applications, 468 adding to Dock., 30
. Shut Down button, 459 battery status icon, 549-551
Gfab’ capturing screen Sleep button, 459 bouncing action, Dock, 27
images, 266 toolbar, 59 document icons, Dock, 28
graphics cards, 617 hot keys, Dashboard, 572 Eject, 653
Grid view, browsing iTunes Dock icon, 154
libraries. 166 HTTP (Hypertext Transport Magnifying Glass, 109
' Protocol), 363 .
Grouped view, browsing ' removing from Dock, 31
libraries, 166’ Eun: ap(p;m;:;ons, 757 identifying virus infection, 721
phen (-), R .
groups, Address Book v iDisk, MobileMe, 427, 431
creating, 227 accessing from Go menu, 432
smart address groups, | configuring, 428-430
228-229 on multiple macs, 433-434
i setting size, 428
groups of users, creating, iCal, 25, 233 h 1. g .1zf . ith
455-456 calendars sharing information wit
creating new, 239 others, 432-433
guest user accounts, 442-443, removing, 239 upgrading, 433
454 configuring, 235-238 working with local copy,
guided approach, AirPort events, 239-242 430-431
base stations configuration, overview, 234 Image Capture, 263-264
390-392 printing from, 245 images
pgzgszhigg calendars, capturing screen images
H subscribing keyboard shortcuts,
u i
265-266
hackers tOZZ‘;f;ZZaI calendars, with Grab, 266
attacks, troubleshooting, . downloading from cameras
735-736 to public calendars, 248 to Macs, 263-264
. To Do items, 242-244 . '
thwarting, 723 . Preview
widget, 566-567 .
cropping, 255
hangs, 756 . . .
) iChat, 25 opening/viewing,
har:ii ;lnves _ . buddies, 353 253-254
elragmenting an adding, 354-355
optimizing, 681-682 Buddy List window, 354~ NF accounts, 322
external hard drives, conferencing with video implementing AutoFill
installing, 654 and sound, 357-358 (Safari), 302-303
initializing, 656-660 configuring, 350-353 importing audio files to
internal hard drives, replying to email, 335 iTunes, 158-160, 163
installing, 654 656 sharing screens, 360 incremental backups, 691

partitioning, 656-660




Info window, 81
associating documents with
applications, 139-141
configuring track options
(iTunes), 176-178
labeling tracks (iTunes), 173
viewing tags (iTunes), 172
information, finding in
Address Book, 215-217

initializing hard drives, 656-660
Ink, 591
Inkwell, 591

input devices
Bluetooth, 601
choosing, 591-592
comfort levels, 600
keyboards, 592
configuring, 593-594
installing, 592

fonts, 485
graphics cards, 617
hard drives
external hard drives, 654
internal hard drives,
654-656
keyboards, 592
mouse, 598
Parallels Desktop, 585
plug-ins, 311-313
printers, 640-641
speakers
analog, 627
digital, 627-628
third-party widgets, 576
trackballs, 601
Windows
virtual environments,
585-589
with Boot Camp, 579-583

iTunes 773

iTunes, 26

album artworking
adding, 180-181
viewing, 182-183
audio CDs, adding to your
library, 161-162
browsing libraries
with Cover Flow view,
166-168
with Grid view, 166
with Grouped view, 166
with List view, 164-166
configuring to import music,
158-160
Content pane, customizing,
183-184
controlling
from the Dock, 154-155
with iTunes widget,
155-156

customizing Playback
preferences, 156-158

language settings, internal hard drives,

595-596 installing, 654-656
. Dock icon, 154
Mac audio, 628-629 Internet ; ; in fileg i
importing audio files into
mouse access our library, 163
choosing, 597 cable, 273-274 lisytenin to music, 149-151
configuring, 598-600 DSL, 273-274 9 .

installing, 598
trackballs, 600-601

Input menu, language set-
tings for keyboards, 597

Input Menu tab, Language &
Text pane, 120

Inspector, 86
installed files, viewing, 675
installers, 130

installing, 130-131

AirPort base stations, 390

alert sounds, 632-633

applications, 128
drag-and-drop method,

129-130

troubleshooting, 129

Backup, 699

Bluetooth devices, 605-606

Character Viewer on Finder

PPPoE, 276-278
proxy servers, 275-276
static TCP/IP settings,
275
TCP/IP, 274
troubleshooting, 278-279,
418-419
accounts, configuring,
268-270
sharing, 411-417
attacks, defending against,
720
hackers, 723
helper applications, 313
managing multiple
accounts, 279-281
plug-ins, 311-313
sharing, 405-406
DHCEP, 407-409
PPPoE, 409-411

controlling order of
tunes, 152-153
playing music randomly,
154
repeating tracks, 154
viewing information
while listening to
tunes, 151-152
lyrics
adding to tracks, 178-179
viewing, 179
muting sound, 150
Playback preferences,
157-158
playlists
adding songs to, 186
deleting, 187
listening to standard
playlists, 187
order of played songs,
setting, 187

IP addresses, sharing Internet removing songs from, 186
accounts, 415-416 standard playlists,
IP printers, 640 184-185

menu bar, 492-493
displays, 615
multiple displays, 616-618

How can we make this index more useful? Email us at indexes@quepublishing.com




774 iTunes Store, purchasing music from

rating tracks in Content
pane, 178
removing tunes from library,
169-170
Search tool, 168-169
smart playlists, 187-188
changing, 191-192
creating, 188-191
listening to, 191
tags, 170-171
changing sorting tags,
175
setting in Content pane,
175
tagging multiple tracks at
the same time, 174-175
viewing in Info window,
172
tracks
options, configuring,
175-178
labeling in Info window,
173
Volume slider, 150
widgets, 155-156, 568

iTunes Store, purchasing

music from, 163

J-K

desktop, 20

Dock, 35

DVD Player, 210
Finder, 68

Mail, 347

navigation, 607, 609
QuickTime Player, 197
Quit command, 5
Safari, 306-307
Terminal, 546

keyboards, 592
Apple Keyboard, 592
choosing, 592
compatibility, Expose, 470
configuring, 593
keyboard shortcuts, 594
language settings,
595-596
installing, 592
wireless keyboards, 592

keychains, 712-714, 720
adding, 718
deleting, 719
editing, 719
items, adding, 716-717
storing, 719
unlocking, 718
viewing, 714-716

kill command (Unix), 543

Language tab, Language &
Text pane, 117

LANS (local area networks),
362-364

launching
applications, 131-132
built-in workflows,
Automator
opening websites,
523-525
sending files via email,
526-530
Disk Utility, 675

libraries
adding audio CDs to iTunes
libraries, 161-162
browsing
with Cover Flow view,
166-168
with Grid view, 166
with Grouped view, 166
with List view, 164-166
deleting, 483
font, 482-483
importing audio files to
iTunes library, 163
removing tunes from, 169-170
searching, 168-169

Library folder, 72, 76

Java applications, 128 killing processes, 542-544 limiting user access with
. . . . . parental controls, 452, 724-730
journaling with Disk Utility, I. X .
680-681 List view . _
. . browsing libraries, 164-166
junk mail, 341-343 labeling tracks (iTunes) in customizing, 64-66
Junk Mail preferences Info windows, 173 Finder windows, 45-47
(Mail), 322 labels, 67 selecting items in Finder
Keyboard & Mouse pane, con- applying, 68 windows with keyboard, 51
figuring keyboards, 593 setting up, 67 listening
Keyboard controls (Universal Language & Text pane to audio CPS, 149-150
Access), 507-508 (System Preferences controlling order of
keyboard shortcuts, 606. See application), 116 tunes, 152_1?{3 154
also keyboards date options, 119 T ipigfmg tracl 5,1 5Z
adding for application com- Formats tab, 118 St 'mg.rrlzcusm, .
mands, 609-610 Input Menu tab, 120 viewing information,
Address Book, 231 Language tab, 117 to 1al F;ils-i:1s5(ZiTunes) 187, 191
capturing screen images, time options, 119 play U

265-266 language settings, keyboard lists, TextEdit, 252
configuring, 594 configuration, 595-596 local area networks. See LANs




Location Manager, 557

locations (mobile computers)
changing, 559
configuring, 557
creating, 557-559
deleting, 559
editing, 559
logging in, configuring auto-
matic login, 453-458
logging out
Dock, 29
of user accounts, 457

Login window, controlling
appearance of user
accounts, 458

logs, viewing, 730-731, 751-753

Is command (Unix), 538

lyrics

adding to iTunes tracks,
178-179

viewing for iTunes tracks,
179

M

Mac audio, 625
controlling, 629-632
input options, 628-629
output devices, 626-628
Mac mini
Toslink Digital Audio Out
Port, 627
second displays, installing,
616
Mac OS X startup volume, 72

Mac Pros
audio, input devices, 628
digital speakers, installing,
627
second displays, installing
617-618
Mac toolkit, 685-686
MacFixIt, 761
MacInTouch, 761

.MacMobileMe users, sharing
Address Book, 220-221

maximizing battery life for

macro viruses, 720

Macs
maintaining, 671
restarting, 19
shutting down, 20
Software Update tool,
672-675

MacWorld, 761
Magnifying Glass icon, 109

Mail, 25
attachments, 343-345
configuring, 315
email accounts, 317
general mail preferences,
316-317
email
accounts, adding,
318-322
interfaces, 327-328
retrieving and reading,
328-331
rules, configuring,
339-340
junk mail, 341-343
keyboard shortcuts, 347
messages
sending, 332-334
threads, 331-332
writing, 332-334
organizing mail
mailboxes, 336-337
smart mailboxes,
337-338
Photo Browser, 344
preferences, setting
Composing preferences,
324-325
Fonts & Colors prefer-
ences, 322
Junk Mail preferences,
322
RSS preferences, 322
Rules preferences, 327
Signature preferences,
325-327
Viewing preferences,
323-324
replying to messages,
335-336

mobile computers 775

RSS feeds
adding to email, 345-346
reading, 346

Mail window, 327-328

mailboxes
nested mailboxes, 336
organizing email, 336-337

mailing labels, printing from
Address Book, 230-231

mailing lists, 323

maintenance
alternative startup volumes,
683-684
applications, 684-685
disk drives, 675
checking and repairing
disks with Disk Utility,
675-679
cleaning, 682
defragmenting and opti-
mizing hard disks,
681-682
enabling journaling with
Disk Utility, 680-681
erasing disks with Disk
Utility, 679-680
Mac toolkit, 685-686
Software Update tool,
672-675
man command (Unix), 540
managing
AirPort networks, 387
desktop with Spaces, 14
fonts, 482-483
multiple internet accounts,
279-281
printers, 641-642
processes with Activity
Monitor, 743-746
Spaces, 474-475
windows with Expose,
468-470

manual command (Unix),
540-541

manual AirPort base station
configuration, 393-398

maximizing battery life for
mobile computers, 551-552
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776 menus

menus
Action menu (Finder), 12
Apple menu, 3
application menus, 4-5,
132-135
contextual menus (Finder),
10-11
associating documents
with applications,
141-142
Edit menu, 6, 134
File menu, 5-6, 134
Go menu (Finder), 7
Help menu, 8-10
icon menus, Dock, 29
Spotlight menu, 10
TextEdit Services menu, 134
View menu (Finder), 7
Window menu, 7-8

messages, email threads
(Mail), 331-332

Microphone Calibation
window, 510

Microsoft Entourage,
vCards, 213

Microsoft Word files (.doc),
138

minimizing windows, 28
mkdir command (Unix), 540

mobile computers, 549
controlling with function
keys, 554
location configuration
changing location, 559
creating new, 557-559
deleting location, 559
editing location, 559
synchronizing files, 560
power management, 549
battery status menu,
550-551
maximizing battery life,
551-552
maximizing configuring
power use, 552-553
Power Management
menu, 550-551
trackpads, configuring and
using, 555-556

MobileMe
configuring accounts, 423
email, 424-426
iDisk, 427
accessing from Go
menu, 432
configuring, 428-430
local copy of, 430-431
setting size of, 428
sharing information with
others, 432-433
upgrading, 433
working online, 431
working with the same
files on multiple macs,
433-434
remote access, Back to My
Mac, 437-439
synchronizing information
on multiple macs, 435-437
websites, creating, 434

monitoring system activity
with Activity Monitor,
746-749

monitors. See displays

More Info section (Get Info
window), 82-83

mounting, iDisk, 431

mouse
Apple Mighty Mouse, 597
Bluetooth, 598
choosing, 597
configuring, 598-600
installing, 598
wireless mouse, 598

Mouse controls (Universal
Access), 496, 508-509

.mov files, 194

movies
DVD movies, watching with
DVD Player, 197-201
muting, 195
watching
from hard drive, 194-195
from the web, 196-197

moving
files, 76
Finder windows, 44

folders, 76
icons on Dock, 30
items to Trash, 79

MP3 (Moving Pictures Experts
Group audio layer 3), 158

multimedia, QuickTime. See
QuickTime
multiple displays, 614, 619-622
music
purchasing from iTunes
Store, 163
removing from libraries,
169-170
searching for, 168-169
shuffling (iTunes), 154

muting sound
in iTunes, 150
movies, 195

mv command (Unix), 540

Name & Extension section
(Get Info window), 82-84

names, configuring user
accounts, 450

naming files and folders, 77

NAT (network address trans-
lation), 407, 723

navigation
Finder windows
up and down folder
structure, 53-56
with keyboard, 51
with Search tool, 51-53
keyboard shortcuts, config-
uring, 607, 609
nested mailboxes, 336
Network File Service (NFS), 363
network printers, 638-639
network services
configuring
file sharing, 364-367
firewalls, 367-368

file sharing, accessing
shared files, 368-374



Network Time Protocol (NTP),
363

Network Utility, assessing
your network, 374-375
pings, 376
tracing routes, 376-377
networks
access privileges, 377-380
AirPort
connecting to, 400-403
troubleshooting, 404
assessing with Network
Utility, 374-376
clouds, 422
computer-to-computer net-
works, creating, 402
firewalls, 723
LANS, 362-364
security
firewalls, 723
privileges, 706
NFS (Network File Service),
363

Norton AntiVirus for Mac, 722

notes, adding to keychains,
717

NTP (Network Time Protocol),
363

0

obtaining
accounts, Internet connec-
tions, 268
Backup, 699

Open dialog box, 136-138
Open Transport (OT), 363

Open With section (Get Info
window), 85
opening
Character Viewer, 492
documents, 135
application, identifying,
138-143
Open dialog box,
136-138
troubleshooting, 132

Finder windows, 38-41

Fonts panel, 486

images, Preview, 253-254

Inspector, 86

QuickTime Player, 194

websites (Automator built-
in workflow), 523-5625

operating systems, switching
between, 583-584

optical discs
assessing disc drives,
660-661
disc actions, configuring,
661-663

optimizing hard disks,
681-682
options, Unix commands, 533
organizing
bookmarks, Safari, 296-297
desktop, 101-102
email
with mailboxes, 336-337
with smart mailboxes,
337-338
Sidebar, 58-59

OT (Open Transport), 363

output devices
displays. See displays
Mac audio, 626-628
printers, 635
overriding filename exten-
sions, 147

P

package files (.pkg), 130

pages, creating MobileMe
websites, 434
panes
Fonts panel, 486
Reading, 329

PAP (Printer Access Protocol),
363

Parallels Desktop, 584
configuring and installing
Windows, 585-589

Photo Browser 777

installing, 585
Windows, running, 584,
589-590

parental controls, 724
email and chat access,
limiting, 728-730
user access, limiting,
724-726
user accounts, 452
user activity, viewing,
730-731
Web and Dictionary content,
limiting, 726-728
partitioning hard drives,
656-660

passwords
AirPort base stations,
troubleshooting, 403
FileVault, 709
keychains, 712-714
user accounts, configuring,
450

Path pop-up menu, changing
folders, 54

pathnames, 55

paths, 55
Unix, 533

PCI Express Card, installing
digital speakers, 628

PDFs (Portable Document
Format) files
creating, 649-651
reading with Preview,
256-259
saving documents as, 148

peer-to-peer file sharing, 364

performance
assessment, troubleshoot-
ing issues, 737-750
graphics cards, 617
permissions
access privileges, 377-380
root accounts, 463
phone number format,

configuring Address Book,
219-220

Photo Browser, 344
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778 pictures

pictures
choosing for the desktop,
110-111
user accounts, configuring,
450-452

pinging network connections,
Network Utility, 376

piping Unix commands, 533
.pPkg (package files), 130, 310

playback, customizing with
DVD Player, 210

playlists (iTunes)
adding songs to, 186
deleting, 187
listening to standard
playlists, 187
order in which songs play,
setting, 187
removing songs from
playlists, 186
smart playlists, 187
changing, 191-192
creating, 188-191
listening to, 191
standard playlists, 184-185

plug-ins, 311-313

Point-to-Point Protocol (PPP),
363

Point-to-Point Protocol over
Ethernet (PPPoE), 363

points, 480

Portable Document Format
(PDF) files. See PDF's (Portable
Document Format) files

ports, mobile computers, 557

power, managing on mobile
computers, 549

battery status menu, 550-
551

configuring power use, 552-
553

maximizing battery life,
551-5562

Power Management menu,
550-5651

Power Management menu,
mobile computers, 550-551

PPP (Point-to-Point Protocol),
363

PPPoE (Point-to-Point Protocol
over Ethernet), 363
configuring Macs for
Internet access, 276-278
Internet connection sharing,
409-411

preferences
DVD Player, 202-204
iChat, configuring, 351-353
Mail
Composing preferences,
324-325
Fonts & Colors prefer-
ences, 322
Junk Mail preferences,
322
RSS preferences, 322
Rules preferences, 327
Signature preferences,
325-327
Viewing preferences,
323-324
Preview, 261-263
vCard, Address Book, 219-220

preparing for Bluetooth
devices, 601-602

presenting in iChat Theater,
360

preventing
hackers, 723
problems, 736-737
virus infection, 720-721

Preview, 26, 252
converting files to different
formats, 260
images
cropping, 255
opening/viewing, 253-
254
PDF's, viewing, 256-259
preferences, 261, 263
slideshows, viewing, 259
zooming, 254

Preview pane (Fonts panel), 487

Preview section (Get Info win-
dow), 82-84

previewing print jobs, 646

Printer Access Protocol (PAP),
363

Printer Browser, 640

printers
AppleTalk printers, 640
configuring, 640-641
connecting, 635-636
installing, 640-641
IP printers, 640
managing, 641-642
network printers, 638-639
shared printers, 642
adding, 643-644
connecting, 643
USB printers, configuring,
636-638
Windows printers, 640
printing
Address Book, 229-231
documents, 644-647
from iCal, 245
previewing print jobs, 646

private browsing options,
Safari, 306

private IP addresses, 407
privileges, 706

problems. See also trou-
bleshooting
preventing, 736-737
repeating, 755
solving, 753
application errors,
correcting, 756-758
hardware errors,
correcting, 759
startup problems,
759-760
system errors, correct-
ing, 758-759
troubleshooting and
describing your prob-
lem, 754-755
workarounds, 754

processes
killing in Unix, 542-544
managing with Activity
Monitor, 743-746



protecting Windows on a Mac,

590

proxy servers, configuring
Macs for Internet access,
275-276

Public folder, 74-75
public IP addresses, 407

publishing calendars, iCal,
245-247

purchasing music from iTunes

Store, 163
pushing the data, 422
pwd command (Unix), 537

Q

Quartz Extreme, 481
Quick Look command, 86

QuickTime, 193-194
keyboard shortcuts, 197
movies

muting, 195

watching from hard
drive, 194-195

watching from the web,
196-197

R

RAID disks, configuring with
Disk Utility, 687

rating tracks (iTunes) in
Content pane, 178

reading
email, 328-331
RSS feeds, 346

Reading pane, 329
receiving faxes, 648
Recent Items, Apple menu, 3

recording workflows
(Automator), 522

redirecting email, 335
Region pop-up menu, 118

reinstating Mac OS X as
default OS, 584

remotely accessing your mac
with Back to My Mac,
437-439

removing
battery status icon, 551
calendars in iCal, 239
collections from Fonts
panel, 488
disk images, 686
font collections in Fonts
panel, 488
icons from Dock, 31
songs
from music libraries,
169-170
from playlists (iTunes),
186
widgets, 564, 572

repairing disks with Disk
Utility, 675-679

repeating tracks (iTunes), 154

replying to email, 335-336

Reset button, 459

resizing Finder windows,
43-44

resolution, configuring, 613

resources for learning Unix,
547

Restart button, hiding, 459
restarting Macs, 19

restoring
data from within applica-
tions, 697

disks, 704

files, 704
with Backup, 702-703
with Time Machine,

694-696

retrieving email, 328-331

Rich Site Summary (RSS)
feeds, 289

Rich Text Format (RTF), 323
rm command (Unix), 539

root accounts, 73, 442-444
enabling, 461-463
Unix commands, 541-542

Safari 779

rotation, configuring, 614

routes, tracing with
Traceroute, 376-377
RSS (Rich Site Summary)
feeds, 289
adding to email, 345-346
browsing, 290-291
configuring preferences,
291-292, 322
reading (Mail), 346

RTF (Rich Text Format), 323

rules (email), configuring in
Mail, 339-340

Rules preferences (Mail), 327

running Windows with virtual
software, 589-590

running applications
hiding, 468
switching between, 466-467

S

Safari, 25
Activity window, 306
AutoFill, 301
configuring, 301-302
implementing, 302-303
bookmarks, 294
accessing, 295
adding, 296
configuring preferences,
294-295
organizing, 296-297
setting, 296
browsing privately, 306
collections, 295
configuring
advanced preferences,
287-288
appearance preferences,
285
general preferences,
284-285
security preferences,
285-287
cookies, 287
emailing web pages, 306
keyboard shortcuts, 306-307
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180 safe mode startup

keychains, 713
RSS feeds, 289
browsing, 290-291
configuring preferences,
291-292
searching with, 292-294
SnapBAck button, 294
Tabs, 298
configuring, 298-299
tricks, 299-300
web files, downloading,
309-310
web widgets, creating,
303-305
websites, opening
automatically (Automator
workflow), 523-5625

safe mode startup, 125
sans serif typeface, 478
Save sheets, 143-145

saving
documents, 143-145
as PDFs, 148
filenames and filename
extensions, 145-147
smart folders, 98-100
Spotlight searches, 95
workflows (Automator), 523
screen images, capturing
keyboard shortcuts,
265-266
with Grab, 266
screen savers
acquired from the other
sources, 116
configuring, 112-116
screens
dimming, 551
sharing in iChat, 360
scripts, Unix shell scripts, 535
scrolling Finder windows, 42
Scrubber bar (QuickTime), 195
search domains, 269

Search tool, selecting items in
Finder windows, 51-53

searching
music libraries, 168-169

saving Spotlight searches, 95

with Safari, 292-294

with saved smart folders, 101

with smart folders, 97-98,
100

with Spotlight, 89-97

Secure Empty Trash com-
mand, 712

security
defending from Internet
attacks, 720
hackers, 723
keychains, 712-713, 720
adding items, 716-718
deleting, 719
editing, 719
storing, 719
unlocking, 718
viewing, 714-716
network servers, firewalls,
723
parental controls
email and chat access,
limiting, 728-730
user access, limiting,
724-726
Web and Dictionary con-
tent, limiting, 726-728
user activity, viewing,
730-731
privileges, 706
protecting Windows on a
Mac, 590
Secure Empty Trash com-
mand, 712
Security pane. See Security
pane (System Preferences
application)
user accounts, 706
viruses
antivirus software, 722
infections, 720-721
types of, 720

Security pane (System
Preferences application), 706
FileVault
configuring, 707-708
passwords, 709
firewalls, 709-711
security settings, 711-712

security preferences (Safari),
configuring, 285-287

security settings, Security
pane (System Preferences
application), 711-712

Seeing controls, 496-497
Display options, 506
VoiceOver, 496-499

configuring, 501-504
Zoom, 504-505

selecting items in Finder
windows
with keyboard, 50-51
with Search tool, 51-53

self-mounting image (.smi)
files, 129
sending
email, 332-334
attachments, Automator
built-in workflow,
526-530
faxes, 647-649

serif typeface, 478

servers
DHCP, 411-412
network security, 723
proxy servers, configuring,
275-276

Services command, applica-
tion menus, 133

shared files, accessing,
368-374

shared printers, 642
adding, 643-644
connecting, 643

shared user accounts, 442

sharing
Address Book with
.MacMobileMe users,
220-221
files with Windows
computers, 381-382
information from iDisk, 432-
433
Internet accounts
DHCP Macs, 412-415
Mac OS X, 411-412



multiple IP addresses,
415-416
troubleshooting, 416-417
Internet connection, 405-406
DHCP, 407-409
PPPoE, 409-411
screens in iChat, 360
Sharing & Permissions section
(Get Info window), 85

sharing only accounts, 444, 455
shell scripts, Unix, 535
shells (Unix), bash, 533

Short Message Block (SMB),
363
shortcuts, keyboard shortcuts.
See keyboard shortcuts
Shuffle command (iTunes),
154
shuffling music in iTunes, 154
Shut Down button, hiding, 459
shutting down Macs, 20
Sidebar
customizing, 56
determining default
items, 57-58
organizing, 58-59
folders, changing, 53
signals (AirPort), trou-
bleshooting, 403
Signature preferences (Mail),
325-327
single-user mode, startup, 124
Sites folder, 75
Size pane (Fonts panel), 490
Sleep button
Apple menu, 3
hiding, 459
sleep time, 112
slideshows, viewing with
Preview, 259
Slow Keys, 496, 507
smart address groups

(Address Book), creating,
228-229

Startup Disk pane (System Preferences application) 781

smart folders
accessing, 101
changing, 101
creating, 98-100
saving, 98-100
search criteria, 100
searching your Mac with,
97-98

smart playlists (iTunes), 187
changing, 191-192
creating, 188-191
listening to, 191

smart mailboxes, organizing
email, 337-338

SMB (Short Message Block), 363
.smi (self-mounting image)
files, 129

SnapBack button, searching
with Safari, 294

Snapz Pro X screen capture
utility, installer application,
131

software
backup software, choosing,
692, 698
conflicting software, trou-
bleshooting, 735
information, viewing
(System Profiler), 742

software firewalls, 723

Software Update (Apple
menu), 3
configuring, 672-675

solving problems, 753
application errors, correct-
ing, 756-758
hardware errors, correcting,
759
startup problems, 759-760
system errors, correcting,
758-759
troubleshooting and
describing your problem,
754-755
workarounds, 754
sorting tags, changing in
iTunes, 175

sound
enabling in iChat, 357-358
input, configuring, 631-632
output, configuring, 631

Sound Check (iTunes), 158

sound effects, configuring,
630-631

Sound Effects pane, 629

Sound Enhancer (iTunes),
158

sources of help, troubleshoot-
ing, 760-761

Spaces, 465
enabling and building,

471-474
managing, 14, 474-475

speakers
analog speakers, 626-627
built-in speakers, 626
choosing, 626
digital speakers, 626-628

speech recognition, 509-513
spell-checking email, 324

Spotlight, 10
adding information to
folders and files, 97
comments section (Get Info
window), 82
configuring, 90-91
searches, 89-94
clearing searches, 94
complex searches, 95-97
saving, 95

spring-loaded folders, Finder
windows, 41

Stacks view, 26

standard user accounts,
442-443

Startup Disk pane (System
Preferences application)

safe mode, 125
single-user mode, 124
startup options, 126
startup volume, 123-124
Target Disk mode, 125
verbose mode, 125
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782 startup

startup
options, 126
problems, troubleshooting,
759-760

static IP addresses, 275
status bar, customizing, 61-62
Sticky Keys, 496, 507

storing keychains, 719

strategies for backing up your
system, 690-691

Stufflt Expander, 311

subscribing
to Address Book, 231
to iCal calendars, 247-248

sudo command (Unix), 542

superuser command (Unix),
541-542

switching between
applications, 466-467
Mac OS X and Windows,
583-584

synchronizing

Bluetooth devices, 606

color among displays,
622-623

files on mobile computers,
560

iDisk (MobileMe), 431

MobileMe, 435-437

system activity
monitoring with Activity
Monitor, 746-749
viewing, 749-750

system errors, correcting,
758-759

system folders, Computer
folder, 71

System Preferences, 12-14, 26
Appearance pane, 107-108
choosing

colors with Color Picker,
109
desktop pictures, 110-111
Date & Time pane, 120-122
default disc behaviors, 120
Energy Saver pane, 112

Language & Text pane, 116
date options, 119
Formats tab, 118
Input Menu tab, 120
Language tab, 117
time options, 119

panes, 104

screen savers, configuring,

112-116

Security pane, 706
FileVault, 707-709
firewalls, 709-711
security settings, 711-712

Startup Disk pane
safe mode, 125
single-user mode, 124
startup options, 126
startup volume, 123-124
Target Disk mode, 125
verbose mode, 125

tips for working with,

106-107
Universal Access, 496

System Profiler, 737-743
hardware, troubleshooting,
759
software category, 742

system startup
safe mode, 125
single-user mode, 124
startup options, 126
startup volume, 123-124
Target Disk mode, 125
verbose mode, 125

-

tables (TextEdit), 251

tabs, Safari
configuring, 298-299
tricks, 299-300

tags, iTunes, 170-172
changing sorting tags, 175
setting in Content pane, 175
tagging multiple tracks at

the same time, 174-175
viewing in Info windows,
172

.tar files, 310

Target Disk mode, startup,
125

TCP/IP (Transmission Control
Protocol/Internet Protocol),
configuring Internet access,
274-275

Tech Tool Pro, 681

templates
Address Book, customizing,
219
email, writing, 334

Terminal, 532
keyboard shortcuts, 546

testing
PPPoE connections, 277-278
workflows in Automator,
522-523

text chats (iChat), 355-356
answering, 356-357
sound, enabling, 357

Text to Speech, 513

TextEdit, 250
lists, 262
tables, 251

TextEdit Services menu, 134
third-party widgets,
installing, 576

threads, 745
email, 331-332

tilde (~), 5638

Time Machine, 26
configuring, 692-694
managing backups, 698
restoring data from within

applications, 697
restoring files, 694-696

time options, Language &
Text pane, 119
Timer feature (DVD Player),
209-210
To Do items, iCal, 242-244
Toolbar
customizing, 59-61
hiding, 59



tools
changing on toolbar, 59-61
Typography tools (Fonts
panel), 491

top command (Unix), 543

Top, viewing system activity,
749-750

Toslink Digital Audio Out
Port, 627

Traceroute, 376-377
trackballs, 600-601

trackpads, configuring for
mobile computers, 555-556

tracks (iTunes)

options, configuring, 175-178
labeling in Info window, 173
lyrics

adding, 178-179

viewing lyrics, 179
rating in Content pane, 178
repeating, 154

Trash
moving items to, 79
warning dialog box, dis-
abling, 79

troubleshooting
administrator accounts,
456-457
AirPort
base stations, 403
networks, 404
signals, 403
application errors, 756-758
attacks on your system,
735-736
conflicting software, 735
describing your problem,
754-755
digital camera software,
265
Ethernet connections,
278-279
hardware failures, 736, 7569
help sources, 760-761
installing applications, 129
Internet access, 418-419
Internet account sharing,
416-417

USB (Universal Serial Bus) 183

performance assessment,
742

Activity Monitor, 743-746

Activity Monitor, moni-
toring system activity,
746-749

System Profiler, 737-743

viewing logs with
Console, 751-753

viewing system activity
with Top, 749-750
startup problems, 759-760
system errors, 758-759
user accounts, 755
user errors, 734-735

TrueType fonts, 481
type size, 480
type style, 480

typefaces
character spacing, 480
decorative, 478
sans serif, 478
type size, 480
type style, 480

typography effects, applying
to fonts, 491

Typography tools (Fonts
panel), 491

U

uname command (Unix), 536
uncompressing files, 311
Unix, 545-546
unexpected behavior, trou-
bleshooting, 758

Unit Converter widget, 568-569

Universal Access, 601
Hearing controls, 506
Keyboard controls, 507-508
Mouse controls, 508-509

Seeing assistance functions,

496-497
Display options, 506
VoiceOver, 496-504
Zoom, 504-505

speech recognition, 509-513

Unix
applications, vi text editor,
544-545
commands
\ (backslash), 534
arguments, 533
case sensitivity, 533
cd pathname, 537
cp, 540
defined, 533
env, 537
kill, 543
Is, 538
man, 540
manual, 540-541
mkdir, 540
mv, 540
piping, 533
pwd, 537
rm, 539
structure, 533-535
sudo, 542
top, 543
uname, 536
use of, 531-532
directories
changing contents of,
539-540
viewing, 537-539
environments, 536-537
files, compressing and
extracting, 545-546
options, 533
paths, 533
processes, Kkilling, 542-544
resources for learning, 547
root accounts, 541-542
shell scripts, 535
shells, bash, 533
superuser commands,
541-542
Terminal, keyboard short-
cuts, 546
versions of, 536

unlocking keychains, 718
upgrading iDisk, 433
USB (Universal Serial Bus)
digital speakers, installing,
628
printers, configuring, 636-638
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784 user accounts

user accounts

Address Book, configuring,
453

administrator accounts, 442

automatic login, configur-
ing, 457-458

clean accounts, 443

configuring, 448-449

name and password, 450
pictures, 450, 452

controlling appearance in
Login window, 458

creating, 445-448

fast user switching, 459-461

guest accounts, enabling,
443, 454

logging out of, 457

parental controls, 452

root accounts, 444, 461-463

security, 706

sharing only accounts, 444,
455

standard user accounts, 443

types of, 441-442

user groups, 444

user errors, troubleshooting,
734-735

User folders, 72-73
Desktop folder, 76
Library folder, 76
Public folder, 74-75
Sites folder, 75

user groups, 444
creating, 455-456

user names, keychains, 712-714

V'

vCards (virtual cards), 213
adding information to
Address Book, 225
Address Book Preferences,
219-220
verbose mode startup, 125
Version Tracker, 684, 761
versions of Unix, 536

vi (Visual Editor), 535, 544-545

video, enabling for iChat,
357-358
video clips, capturing, 208-209
View menu (Finder), 7
viewing
directories (Unix), 5637-539
filename extensions, 147
images in Preview, 253-254
installed files, 675
iTunes
album artwork, 182-183
lyrics,179
track information, 151-152
keychains, 714-716
PDF's with Preview, 256-259
slideshows with Preview,
259
system activity with Top,
749-750
tags (iTunes) in Info win-
dow, 172
user activity logs, 730-731,
751-753

Viewing preferences (Mail),
323-324

Virex, 722
virtual cards. See vCards

virtual private networks
(VPNs), accessing, 383

virtualization software
Windows
installing, 585-589
running, 578, 589-590
Parallels Desktop, 584-585

viruses, 720, 722
antivirus software, 722
application viruses, 720
infections, 720-721
macro viruses, 720
types of, 720

Visual Editor (vi), 535

voice recognition, 509-513

VoiceOver, 496-498
configuring, 499
controls, 499-504

Volume slider (iTunes), 150

volumes, 675
burning on CDs/DVDs, 670
startup volume, 123-124
alternative startup vol-
umes, maintaining,
683-684

VPNs (virtual private net-
works), accessing, 383

w

WANSs (wide area networks),
415

WAV (Windows Waveform), 159
Weather widget, 569-570

web access
restricting, 726, 728
MobileMe email accounts,
425-426

Web Clip, creating widgets,
573-574

web hosting, MobileMe. See
MobileMe

web pages
emailing (Safari), 306
RSS feeds, 289
browsing, 290-291
configuring preferences,
291-292

web widgets (Safari), creat-
ing, 303, 305

websites
creating MobileMe websites
by adding your own
pages, 434
opening (Automator built-in
workflow), 523-5625
Unix resources, 547
WEP (Wired Equivalent
Privacy), 399
wide area networks (WANS),
415
widgets, 561
Address Book widget, 231,
565
Calculator widget, 566




configuring, 562-564, 571
creating with Web Clip,
573-574
customizing, 564-570
Dictionary widget, 567-568
downloading, 575
iCal widget, 566-567
iTunes widget, 568
removing, 564
from Dashboard, 572
third-party widgets,
installing, 576
Unit Converter widget,
568-569
Weather widget, 569-570
web widgets (Safari), creat-
ing, 303-305
Widgets widget, 564
World Clock widget, 570

Widgets widget, 564

wildcard characters, asterisk
(*), 540

Window menu, 7-8

windows
Activity (Safari), 306
Downloads, 309
Font Book, configuring, 485
Mail window, 327-328
managing with Expose,

468-470

minimizing in Dock, 28

Windows operating system
applications, 128
running with Boot Camp,
578-579, 584
security, 590
switching between operat-
ing systems, 583

Windows printers, 640

Windows Waveform (WAV),
159

wireless keyboards, 592
wireless mice, 598

wireless networks, AirPort,
386-387, 399
base stations
configuring, 389-390
configuring, guided
approach, 390-392
configuring, manual
approach, 393-398
installing, 390
password problems, 403
configurations, trou-
bleshooting, 403
configuring AirPort-
equipped Macs to act as
base stations, 398-400
connecting to AirPort net-
works, 400-402
creating and managing net-
works, 387

zooming in, Preview 785

hardware, troubleshooting,
403

networks, troubleshooting,
404

signals, troubleshooting, 403

Word files (.doc), 138

workarounds, implementing
to solve problems, 754

workflows (Automator), 518
built-in examples
opening websites,
523-525
sending files via emalil,
526-530
creating manually, 521-522
designing, 521
recording, 522
saving as applications, 523
testing/editing, 522

World Clock widget, 570
writing email, 332-334

X-Y-Z

X11 environment, Unix appli-
cations, 128

.zip files, 310
Zoom, 504-505
zooming in, Preview, 254
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